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A.

PURPOSE. To establish guidelines and procedures ensuring Department members
receive necessary support and assistance with the effects of stress associated with critical
incidents.

B.

POLICY. The Department recognizes that:

C.

1.

Individual emotional reactions to traumatic events can have adverse effects on
employees; and

2.

Most responses to potentially detrimental effects of stress induced by trauma can
be dealt with successfully when referred to appropriate care.

DEFINITIONS
Critical Incident. Any situation faced by Department members that causes them to
experience unusually strong emotional or physical reactions, which have potential to
interfere with their ability to function or with their quality of life.
Critical Incident Stress Debriefing. A process designed to mitigate the impact of a critical
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incident. The process accelerates the recovery by Department personnel who may be
experiencing normal reactions to a most abnormal or high-pressure situations.
Critical Incident Stress Debriefing Team. An organization established and trained to
conduct critical incident stress debriefings or defusings for emergency service workers. In
Kent County, this is the Mid-West Michigan Critical Incident Stress Management Team.
Defusing. Limited on-scene debriefings to assist members facing traumatic incidents. Note:
A defusing does not replace a debriefing.
D.

E.

CONSIDERATIONS
1.

All members, in the performance of their duties, may be exposed to circumstances or
incidents of a critical nature, which could evoke adverse emotional or physical
reactions.

2.

Early recognition and intervention are essential. The trauma related to stress can
be detrimental to one’s health, job performance, career, decision-making, morale,
and family life.

PROCEDURE
1.

Call for critical incident stress debriefing
a.

b.

The director or designee may request, if needed, a debriefing when
Department members are involved in a/an:
1)

Line of duty death of any Department member.

2)

Severe duty related injury to any Department member.

3)

Suicide of any Department member.

4)

Investigations of homicides, accidental deaths, traffic related
deaths, deaths from fire.

5)

Serious multiple casualty incidents.

6)

Death or serious injury to children.

7)

Incidents of a serious nature when victims are known by, or related
to members of the Department.

9)

Prolonged rescue incidents with a negative outcome.

Debriefings may be requested following any other critical incident, if in
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the judgment of the director or designee, Department members are
experiencing unusually strong emotional or physical reactions as a result
of the incident, such as:

2.

3.

1)

Any event that has an unusually powerful impact on personnel.

2)

Circumstances when personnel demonstrate numerous behavioral
changes.

3)

Circumstances when personnel are making errors on calls
occurring after the incident.

4)

When a Department member or members request assistance.

Scheduling
a.

A critical incident stress debriefing is normally scheduled between 48 and
72 hours after the incident. The director, captain, or designee shall contact
the Mid-West Michigan Critical Incident Stress Management Team to
schedule the debriefing.

a.

The director or designee shall designate a location for the debriefing that
offers privacy and is adequate in size for those attending. The Department
briefing/training room would normally be appropriate for a debriefing.

Attendance
a.

The director or designee shall:
1)

Assign the appropriate Department personnel to attend the
debriefing; and

2)

Determine if attendance at the critical incident debriefing is
recommended or required.

3)

Ensure that those persons are relieved of duty during the
debriefing.

b.

All members who were at the scene of the incident or worked in close
support of those at the scene, such as record/dispatch staff, detectives, or
officers sent to directly related assignments such as to a hospital, shall
attend.

c.

The Department should make every effort to include other emergency
service workers who worked at or assisted with the incident. This would
include, but not limited to:
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5.

1)

Officers or firefighters from other departments.

2)

Crime scene personnel.

3)

Dispatch personnel from Kent County.

4)

Ambulance personnel, and/or

5)

Hospital staff.
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A debriefing should not exceed 15-18 persons; therefore, it is possible that
multiple sessions may be necessary.

On-scene supervisors:
a.

May use a defusing when members have experienced traumatic incidents
and may face extreme reactions before a more formal debriefing can be
scheduled.

b.

Observing a member impacted by an incident, and it is not possible to
schedule a defusing, will assign someone to assist the member until a
defusing, debriefing, or counseling session can be scheduled.

c.

With the approval of the director temporarily relieve an officer from duty
as a result of the critical incident for the officer’s mental health, if needed.

Follow-up:
a.

b.

The director or designee will follow-up and determine if any
individualized counseling is needed based on a referral by a/an:
1)

Mental health professional involved in the debriefing process.

2)

Supervisor.

3)

Employee involved in a critical incident; and/or

4)

Department member who recognizes notable changes in an
involved members’ behavior or demeanor.

If it is determined further counseling is needed the employee shall be
referred to the Employee Assistance Center (EAC).
1)

The director, designee or human resources shall follow-up and
make sure an appointment is set.
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a)

If it is determined the employee is still able to do his job
while seeking counseling they will remain on duty.

b)

If it is determined the employee needs to have continued
assistance to work through the traumatic event, the
employee will remain off duty.

2)

Stay in touch with the EAC to determine if the employee needs
additional services or if it can be handled by the EAC.

3)

If further assistance is needed, the director or designee in
conjunction with the EAC shall determine what the next step will
be with the mental health of the employee as the primary focus.

*Note: Individualized counseling can include an employee’s family.
6.

7.

Resources
a.

The Mid-West Michigan Critical Incident Stress Management Team may
be contacted at 616-430-0098, or thru the Kent County Dispatch Center.

b.

The Kent County Sheriff’s Office Peer Support Team, a secondary
resource, can be contacted directly through dispatch.

c.

The Employee Assistance Center can assist with professional referral
services. They can be reached at 1-800-227-0905. See Manual of Policy &
Procedure Section 4-31 E. Wellness & Employee Assistance.

Stress recognition training
a.

Will occur annually and be documented.

F.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

G.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

H.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

General Order #62 – Critical Incident Stress Debriefing, 10.2.07
4.16.12
3.28.18, 11.26.18, 7.4.19, 4.15.20, 4.20.20
4.5.21
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Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish procedures for all personnel who become ill and/or are injured
while on duty for the East Grand Rapids Department of Public Safety.

B.

DEFINITIONS
Ill. Not healthy, sick
Injury. A physical wound, apparent or not apparent

C.

PROCEDURE. If an employee becomes:
1.

Ill and/or injured while on duty and the nature of the illness/injury is minor, it
shall be the responsibility of the affected employee to notify his/her immediate
supervisor of the nature of the illness/injury.

2.

Ill/injured while on duty and the nature of the illness/injury is of a nature that
prevents the employee from making notification – once the illness/injury becomes
apparent to fellow employees – immediate medical care shall be initiated. As

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Employee Injuries

1-7.2

soon as practical the ill/injured employee’s immediate supervisor shall be
notified.
D.

E.

F.

TRANSPORT. If the nature of the injury:
1.

Is minor, transport may be made by a Public Safety Department vehicle to
Spectrum Health Occupational Health or Urgent Care. If the Urgent Care facility
is closed, transport may be made to Blodgett Hospital Emergency Department.

2.

Prohibits use of a Public Safety Department vehicle, transport shall be made by
ambulance to a Spectrum Health Hospital Emergency Department.

3.

Is serious, transport may be made to Spectrum – Butterworth Hospital or the
closest medical facility that can properly care for the injury. (Note: Spectrum’s
Occupational Health or Urgent Care is not a level I trauma center.)

SUPERVISOR’S RESPONSIBILITY. The on-duty supervisor shall document the facts
surrounding the injury of an on duty public safety employee, which shall include:
1.

Name, date of birth of injured public safety employee;

2.

Nature of injury;

3.

How injury was reported or discovered;

4.

Names, date of birth, and addresses of any witnesses;

5.

On scene treatment and by whom administered;

6.

Transport method;

7.

Notification to the immediate family of the ill/injured public safety employee, and
by whom notification was made; and

8.

In the event of serious illness and/or injury the on-duty supervisor shall notify the
director of public safety and captain.

HUMAN RESOURCES NOTIFICATIONS. In the event of an on-duty injury the Human
Resources administrator/generalist shall:
1.

Be notified immediately;

2.

Provide approval for medical treatment at the hospital facility;

3.

Complete OSHA reporting requirements; and
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Confirm the proper forms are completed by the employees’ supervisor.

REQUIRED FORMS
1.

The City of East Grand Rapids “Incident Report” form shall be completed by the
employee for all on-the-job injuries. (Located in PowerDMS Forms)

2.

If the employee is incapacitated to the point where he/she is not able to complete
the prescribed forms, the on-duty supervisor shall complete as much information
on the forms as possible.

INVESTIGATION. The captain shall:
1.

Review all employee injuries;

2.

Implement training, policies, or new practices to avoid future injuries or
exposures if possible; and

3.

Review all forms of safety inspections on fire equipment and police equipment.

I.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

J.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

K.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

General Order #16 – Revised: 9.4.07
4.16.12
11.2.17, 12.1.18, 7.4.19, 9.10.20, 4.5.21

By order of:

Mark A. Herald, Director of Public Safety
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PURPOSE. The Department’s hazard communication program:
•
•

Is established to comply with the Michigan Right-to-Know Law; and
Shall be available for review by all employees.

B.

HAZARD DETERMINATION. The East Grand Rapids Department of Public Safety
will rely on safety data sheets (SDS) from suppliers to meet determination requirements.

C.

LABELING. The captain or designee shall be responsible for seeing that all containers
coming in are properly labeled.
1.

All labels shall be checked for:
a.

Identity;

b.

Hazard; and
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Name and address of responsible party.

Each shift supervisor (i.e., staff sergeant/sergeant) shall be responsible for seeing
that all portable containers used in their work area are labeled with identity and
hazard warnings.

SAFETY DATA SHEETS (S.D.S.). The captain or designee shall:
1.

Be responsible for compiling the Department’s Master S.D.S. file which shall be
kept in the Department Library. (Note: The Master S.D.S. file is located in the
Engineering Department at City Hall.)

2.

Post the required MIOSHA Right-To-Know posters, and other applicable postings
notifying employees of new or revised S.D.S. within five (5) days of receipt of
new or revised S.D.S. on the designated Department bulletin boards.

3.

Ensure S.D.S. are available for review to all employees during each work shift.
Copies will be available upon request to shift supervisors.

EMPLOYEE INFORMATION AND TRAINING
1.

2.

The captain or designee shall:
a.

Coordinate and maintain records of training conducted for East Grand
Rapids Department of Public Safety personnel.

b.

Ensure attendance is taken at all training sessions and that the Training
Unit maintains all records.

c.

Before any new hazardous material is introduced into the workplace, give
each employee the information in the same manner as during safety class.

New employees:
a.

Shall before starting work, or as soon as possible thereafter, attend a safety
class. In that class, each employee will be given information on:
1)

Chemicals and their hazards in the workplace.

2)

How to lessen or prevent exposure to these chemicals.

3)

What the company has done to lessen or prevent workers exposure
to these chemicals.

4)

Procedures to follow if they are exposed.
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5)

How to read and interpret labels and S.D.S.

6)

Where to locate S.D.S. and from whom they may obtain copies.

b.

Shall be informed that the employer is prohibited from discharging, or
discriminating against, an employee who exercises the rights regarding
information about hazardous chemicals in the workplace.

c.

May, as an alternative to requesting an S.D.S. from the employer, obtain a
copy from the Department of Public Health. A sign shall be posted with
the address and telephone number of the department responsible for such
requests.

HAZARDOUS NON-ROUTINE TASKS
1.

2.

G.
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On occasion, employees may be required to do work in a hazardous area. Prior to
starting work in such areas, each employee shall be given information on:
a.

Specific chemical hazards;

b.

Protection/safety measures employees can take to lessen risks; and

c.

Measures the company has taken to lessen the hazards including
ventilation, respirators, the presence of another employee, and emergency
procedures.

It is the policy of the East Grand Rapids Department of Public Safety that no
employee shall begin work in a confined space, or any non-routine task, without
first receiving a safety briefing.

INFORMING CONTRACTORS
1.

The captain shall:
a.

2.

Provide contractors that have employees exposed to our chemicals with
the following information:
1)

Hazardous chemicals with which they may come in contact;

2)

Measures employees may take to lessen the risks; and

3)

Where to obtain S.D.S. for all hazardous chemicals.

Obtain chemical information from contractors when they will expose our
employees to hazardous chemicals which they may bring into our workplace.
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PIPE AND PIPING SYSTEMS. Information on the hazardous contents of pipe and
piping shall be transmitted to employees by the captain. Employees shall be informed of:
1.

The chemical in the pipes;

2.

Potential hazards; and

3.

Safety precautions which should be taken.

I.

LISTS OF HAZARDOUS CHEMICALS. A list of the chemicals used by the East Grand
Rapids Department of Public Safety may be located in the S.D.S. book in the Department
Library. Additional information can be obtained by reviewing the S.D.S. sheets in the
Department Library.

J.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

K.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

L.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

General Order #29 – Employee Right to Know Law revised 9.26.07
4.16.12
11.2.17, 12.1.18, 12.14.18, 7.4.19
4.5.21

By Order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish a procedure for requesting and receiving approval to exchange
or trade work duty hours.

B.

POLICY. The Department will allow staff sergeants, sergeants, and officers to exchange
work times with the prior approval of a supervisor.

C.

SPECIFIC RESPONSIBILITIES
1.

Exchanges of time are arranged by and are the responsibility of the sworn
members involved. The Department will not make any pay adjustments or pay
overtime to any sworn member working scheduled hours while involved in
exchanges of time. Nor will the Department become involved in any disputes
concerning “owing” or “paying back” any time.
a.

The originally scheduled sworn member has the ultimate responsibility for
working the shift. If sworn member A is scheduled to work, exchanges
time with sworn member B, and then sworn member B fails to report for
duty, any loss of pay will be suffered by sworn member A.

b.

A sworn member who agrees to work an exchange of time, and then fails
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to report for duty, may receive disciplinary action. If sworn member A is
scheduled to work, exchanges time with sworn member B, and then sworn
member B fails to report for duty, sworn member may be disciplined.
2.

D.

Officers shall only trade and/or exchange time with officers and staff
sergeants/sergeants shall only trade and/or exchange time with staff
sergeants/sergeants.

PROCEDURE
1.

2.

Sworn members:
a.

May not carry out an exchange of time unless written authorization is
received.

b.

Wishing to exchange time shall complete an “Exchange of Time Request
Form” signed by the sworn member scheduled to work and submit the
form to a sergeant in a timely manner.

Staff sergeants, sergeants and/or the captain shall:
a.

Review the “Exchange of Time Request Form;”

b.

Recommend approval or denial only after checking for any scheduled
events, training, staffing availability, etc. conditions that may adversely
impact public safety services;

c.

If approved, document the trade time in the schedule; and

d.

Forward the original “Exchange of Time Request Form” to the captain.

3.

The captain shall give the trade time forms to the director of public safety on
payroll days. The director will then forward the forms to human resources with
the signed payroll sheet.

4.

Last minute/unexpected need for trade time
a.

Officers shall:
1)

In the event an exchange of time is needed for a last minute or
unexpected reason, notify the on-duty sergeant in person or by
phone and explain the reason for the request.
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If approved, complete and sign an “Exchange of Time Request
Form” on their next duty days and submit it to the approving
sergeant.

The sergeant shall:
1)

Verify the request could not have been reasonably anticipated;

2)

Speak with both officers to insure the request is with the full
knowledge, understanding, and approval of both officers;

3)

Ensure that no scheduled events or training will be adversely
affected prior to granting any last-minute request;

4)

Approve the last-minute request, if appropriate;

5)

Make notification of the exchange to the affected shift sergeants;
and

6)

Remind the officers involved to complete and sign an “Exchange
of Time Request Form” on their next duty days.

E.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

G.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

General Order #12 – Exchange/Trade of Time revised 8.31.07
4.16.12
11.2.17, 12.1.18, 7.4.19
4.5.21

By order of:

Mark A. Herald, Director of Public Safety
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PURPOSE. To enact guidelines for the regular inspection and maintenance of the
Department’s fire apparatus with specific intent to:
•

Protect the safety of employees and increase their productivity.

•

Reduce accidents.

•

Extend the life of the fleet; and

•

Maintain good public relations.

MANAGEMENT
1.

The East Grand Rapids Department of Public Safety and Public Works Department
shall:
a.

Work collaboratively to support the inspection and maintenance program.

b.

Ensure adequate funding is available for the program; and it will be overseen
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by the captain.
2.

C.

D.

E.

The fleet includes:
a.

Engine #21

b.

Platform #23

c.

Utility #22

d.

Air Boat

PREVENTIVE MAINTENANCE PROGRAM. The Public Works mechanic shall:
1.

Maintain maintenance records for all vehicles in the fleet.

2.

Schedule general maintenance with the captain/shift sergeants.

3.

Communicate with the captain/shift sergeants concerning any major mechanical
issues with the vehicles.

4.

Schedule all recall work with the appropriate dealership.

5.

Oversee the repair of vehicles.

MAINTENANCE RECORDS
1.

Vehicle history report will be available on Manager Plus.

2.

The captain will have access to Manager Plus.

VEHICLE REPAIR SHEETS
1.

2.

Sworn members shall:
a.

Complete a “Vehicle Repair Sheet” when they notice a problem with any
particular vehicle.

b.

Give the completed “Vehicle Repair Sheet” to a staff sergeant/sergeant for
follow-up.

The staff sergeant/sergeant shall plan:
a.

With a mechanic for repairs: and

b.

To bring the vehicle to the Department of Public Works for repairs.
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MAINTENANCE SCHEDULES.
1.

2.

General. The mechanic shall:
a.

Determine the general schedule for oil by reviewing the monthly and/or
weekly mileage reports.

b.

As part of the oil change, perform a multi-point vehicle inspection.

Specific. Appropriate city personnel shall ensure:
a.

b.

c.

d.

e.

Pump testing is completed:
1)

By an outside agency; and

2)

On an annual basis.

Ladder testing is completed:
1)

By an outside agency; and

2)

On an annual basis.

Hose testing is completed:
1)

By assigned EGRDPS personnel.

2)

On an annual basis.

Weekly inspections. Sworn members shall:
1)

Complete the weekly inspections on Saturday mornings by on-duty
personnel.

2)

Utilize the “Checklists” provided electronically in “Emergency
Reporting.” The I-Pad on the Fire Inspector’s desk may be used.

3)

Communicate all identified problems to the on-duty sergeant.

Truck #23 (aerial ladder) shall be:
1)

Brought to the mechanic after each use.

2)

Inspected and lubricated as needed.
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G.

FLEET REPLACEMENT. Vehicles will be replaced per City policy and the MERF
replacement schedule.

H.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

I.

OFFICERS ASSIGNED TO OTHER AGENCIES: Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

J.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
4.19.18
12.3.18, 7.4.19, 9.10.20
4.5.21

By order of:

Mark A. Herald, Director of Public Safety
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PURPOSE. To enact guidelines for the regular inspection and maintenance of the
Department’s police vehicle fleet with specific intent to:
•

Protect the safety of employees and increase their productivity;

•

Reduce accidents;

•

Extend the life of the fleet; and

•

Maintain good public relations.

MANAGEMENT
1.

The East Grand Rapids Department of Public Safety and Public Works Department
shall:
a.

Work collaboratively to support the inspection and maintenance program;

b.

Ensure adequate funding is available for the program; and it will be overseen
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by the captain.
2.

C.

D.

E.

a.

5 patrol vehicles; and

b.

3 administrative vehicles.

PREVENTIVE MAINTENANCE PROGRAM. The Public Works mechanic shall:
1.

Maintain maintenance records for all vehicles in the fleet.

2.

Schedule general maintenance with the shift sergeants.

3.

Communicate with the shift sergeants concerning any major mechanical issues with
the vehicles.

4.

Schedule all recall work with the appropriate dealership.

5.

Oversee the repair of vehicles.

MAINTENANCE RECORDS
1.

Vehicle history report will be available on Manager Plus.

2.

The captain will have access to Manager Plus.

VEHICLE REPAIR SHEETS
1.

2.

F.

The police fleet includes:

Sworn members shall:
a.

Complete a “Vehicle Repair Sheet” when they notice a problem with any
particular vehicle.

b.

Give the completed “Vehicle Repair Sheet” to a staff sergeant/sergeant for
follow-up.

The staff sergeant/sergeant shall plan:
a.

With a mechanic for repairs: and

b.

To bring the vehicle to the Department of Public Works for repairs.

GENERAL MAINTENANCE SCHEDULE. The mechanic shall:
1.

Determine the general schedule for oil by reviewing the monthly and/or weekly
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mileage reports.
2.

As part of the oil change, perform a multi-point vehicle inspection.

G.

FLEET REPLACEMENT. Vehicles will be replaced per City policy and the MERF
replacement schedule.

H.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

I.

OFFICERS ASSIGNED TO OTHER AGENCIES: Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

J.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

N/A
4.19.18
12.3.18, 7.4.19, 5.25.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish procedures for the issuance, control, storage, and accountability of
all Department owned property and equipment.

B.

POLICY
1.

2.

The Department of Public Safety shall:
a.

Issue equipment, supplies, and uniforms to Department employees and units
that are serviceable and meet the needs of the tasks assigned.

b.

In keeping with fiscal accountability and a duty to the taxpayers of the City,
maintain inventories of all equipment entrusted to and obtained by the
agency for departmental use.

c.

Inventory all Department property valued at $500.00 or more with a life
expectancy of one year or more, excluding clothing items or items bearing
a unique serial number (e.g., firearms).

Employees:
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a.

Are accountable for the maintenance and care of any equipment issued to
them; and

b.

Shall report in writing any loss or damage to any property in their care as
soon as possible to their immediate supervisor, or in the absence of their
immediate supervisor, to any available command officer.

SPECIFIC RESPONSIBILITIES
1.

The captain/designee shall be responsible for:
a.

Issuing all necessary police equipment to newly hired sworn personnel and
maintaining all personal equipment returned that may be re-issued as
needed.

b.

Issuing all standard police items to each of the Department's sworn
personnel as well as replacement equipment of all standard police issue
items as needed.

c.

Issuing specialized equipment (necessary to tasks of that assignment) to
personnel assigned to divisions other than patrol.

d.

Maintaining a list of all police items issued and to be returned upon the
separation of any sworn personnel of the Department and shall be
responsible for ensuring the equipment is returned upon separation from
the agency.

e.

Conducting a yearly inspection of each employee’s individually issued
equipment to ensure the gear is operational. The yearly inspections shall
include an inventory of:
1)

Firearms

2)

Mobile Field Force Gear

3)

Department bicycles

4)

Car seats

5)

Ballistic shields

6)

TAC vests

7)

Portable laser radar unit

8)

In-car video systems (installed in each patrol unit)
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3.

Mobile Data Computers (locked into each patrol unit)

10)

Mobile radar units (attached in each patrol unit)

The detective sergeant/designee shall be responsible for:
a.

Issuing all necessary fire equipment to newly hired sworn personnel and
maintaining all personal equipment returned that may be re-issued as
needed.

b.

Issuing all standard fire items to each of the Department’s sworn
personnel as well as replacement equipment of all standard fire issue items
as needed. Note: Standard issue items are those supplied to all new
officers when they are hired.

c.

Maintaining a list of all fire items issued and to be returned upon the
separation of any sworn personnel of the Department and shall be
responsible for ensuring the equipment is returned upon separation from
the agency.

Employees shall:
a.

Upon receiving or possessing Department owned property, be accountable
for its care and maintenance as suggested by the manufacturer of the item.

b.

Promptly report to their immediate supervisor, in writing, any loss,
damage,
or
malfunction
of
any
Department
owned
property/equipment.

c.

Be responsible for individual equipment issued to them and ensure all
equipment is maintained in a state of operational readiness which means:

d.
4.

9)
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1)

The property/equipment is always in a properly functioning and
ready to use condition; and

2)

Any individually issued equipment not routinely used on a
daily basis shall also be maintained in a state of operational
readiness by the person to whom the equipment is assigned.

Not repair, alter, change, or modify Department owned equipment without
prior authorization from a captain.

Staff sergeants/sergeants shall:
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a.

Upon receiving or possessing Department owned property, be accountable
for its care and maintenance as suggested by the manufacturer of the item.

b.

Promptly report to their immediate supervisor, in writing, any loss,
damage, or malfunction of any Department owned property/equipment.

c.

Be responsible for individual equipment issued to them and ensure all
equipment is maintained in a state of operational readiness which means:
1)

The property/equipment is always in a properly functioning and
ready to use condition; and

2)

Any individually issued equipment not routinely used on a daily
basis shall also be maintained in a state of operational readiness
by the person to whom the equipment is assigned.

d.

Not repair, alter, change, or modify Department owned equipment without
prior authorization from the captain.

e.

Be responsible for conducting quarterly inspections of officers assigned
uniforms and equipment.

DISPOSAL OF DEPARTMENT OWNED PROPERTY/EQUIPMENT
1.

2.

Department owned property/equipment:
a.

No longer needed or not in a useable condition shall be disposed of by the
person in charge of the property (i.e., police gear - captain, fire gear –
detective sergeant).

b.

May be disposed of in the following manners:
1)

Passed on to another City department for their use;

2)

Sent to auction per City policy; or

3)

Disposed of in the case of unusable equipment.

Disposal of Department owned property shall require prior approval of the
Director of Public Safety.
a.

This does not apply to items of minor value or damaged items that are not
repairable.

b.

Items of minor value are anything with a value of less than $25.
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E.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

G.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
3.29.18
12.12.18, 7.4.19, 12.20.19
4.5.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To outline temporary light duty guidelines for personnel recovering from a
duty or non-duty related injury or illness.

B.

DEFINITIONS
Light Duty. Temporary alternative work performed, prior to a full medical release
satisfactory to the City, by an employee who is recovering from a duty or non-duty
related injury or illness.
Duty Related Injury. An injury that occurs while in the performance of duty.
Non-Duty Related Injury or Illness. An injury or illness that does not occur while in the
performance of duty and would not be covered under worker’s compensation.

C.

POLICY GUIDELINES. The City:
•

May in its sole discretion, on a case-by-case basis, make a light duty assignment
for reasons of temporary physical or mental disability from an employee’s normal
job duties. Such decision shall not constitute a precedent or limit the City’s rights
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in any other situation.

D.

•

May in its sole discretion determine the duration and details of a light duty
assignment.

•

For purposes of this policy, shall treat pregnancy as any other disability.

•

May require an independent medical examination prior to, or at any time during,
any employee’s assignment to light duty.

SPECIFIC RESPONSIBILITIES
1.

2.

Sworn members/employees with a duty or non-duty related injury or illness shall:
a.

Immediately report any medical conditions that do not allow them to
perform all job duties of the employee’s current assignment and position.

b.

Strive to return to work for the City as soon as possible.

c.

Provide any treating physicians or other health care providers with a copy
of their current job description and all forms designated by the City. The
City forms shall be returned to the Human Resources Administrator upon
being completed by the provider.

d.

Immediately advise the City’s Human Resources Administrator upon
being released, by a physician or other health care provider, from work
restrictions.

Sworn members/employees assigned to light duty shall:
a.

Report to the Captain for job duties.

b.

Be paid their normal salary but are not eligible for overtime or extra duty
unless approved by the Director of Public Safety or designee.

c.

Wear appropriate plainclothes and not carry a firearm or badge unless
approved by the Director of Public Safety or designee.

d.

Not participate or respond to situations that might necessitate official
police or fire action unless approved by the Director of Public Safety or
designee.

e.

Attend court and any other legal proceedings as required by the City.

f.

Work when assigned Monday through Friday as directed by the Director
of Public Safety or designee.
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g.

Perform assigned duties at a level meeting job requirements.

h.

Submit all requests for vacation, compensatory time, sick leave usage, etc.
to the Captain for approval.

i.

Not operate a marked police or fire vehicle unless authorized by the
Director of Public Safety or designee.

j.

Not use a City vehicle to attend any medical appointments or therapy
sessions unless approved by the Director of Public Safety or designee.

k.

Not engage in secondary employment unless the secondary employment is
approved by the Director of Public Safety.

l.

Be required to provide the City with updated medical documentation as
determined by the City.

m.

Contact the Human Resources Administrator of East Grand Rapids prior
to returning to full duty when medically cleared to do so by a physician or
other health care provider and provide a copy of the release to the Human
Resources Administrator and the Department of Public Safety.

n.

Follow work duty restrictions as prescribed by the care provider.

E.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

G.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

Memorandum – Light Duty Policy issued 9.26.07
4.16.12
4.12.18, 12.3.18, 7.3.19, 12.27.19
4.5.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE: To outline guidelines for proper protocols and etiquette at police and/or fire
funerals.

B.

GENERAL FUNERAL PROCEDURES
1.

2.

All personnel shall:
a.

Maintain excellent personal appearance; and

b.

Ensure that uniforms and equipment are in outstanding condition.

Uniforms. Sworn members shall:
a.

During the spring and summer wear a long sleeve shirt and tie.

b.

During the fall and winter wear a uniform blouse or coat/jacket along with
a long sleeve shirt and tie.

c.

Wear a black sash across their badge. The sash may also be worn during a

3
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period of time, designated by the Director or designee before and after the
funeral ceremony.
d.
3.

C.

If a member of the Honor Guard is serving as a pallbearer, wear white
gloves.

Funeral services. East Grand Rapids Department of Public Safety personnel
shall:
a.

Comply with the requests of the hosting department.

b.

Assemble for a funeral where and when they are required to.

c.

Wear the uniform requested by the hosting agency.

HONORS ACCORDED
1.

2.

Line of duty death. Any sworn member who dies in the line of duty shall be
accorded full honors if requested by the survivors. This will include:
a.

Casket watch during viewing;

b.

Honor guard;

c.

Pallbearers;

d.

Firing squad;

e.

Taps;

f.

Military flag fold and presentation; and

g.

Motor escort.

Honor Guard Commander shall be responsible for coordinating and directing the
activities of the:
a.

Honor Guard;

b.

Casket watch;

c.

Pallbearers;

d.

Firing squad;

e.

Bugler; and
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D.
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Flag presentation.

Casket watch
a.

The casket watch is usually comprised of Honor Guard members.
However, volunteers may stand watch at the discretion of the Honor
Guard commander. Members who are assigned to the casket watch shall
present an excellent uniform appearance and conform to all current
grooming regulations.

b.

The dress uniform, including hat, blouse, and white gloves, will be worn
for the casket watch. The watch will be divided into shifts with two
officers standing 15 minutes at a time.

c.

If the family wishes, an informal watch can take place after the viewing
has been concluded for the day.

d.

The casket watch moves in slow cadence. This includes marching,
movements, and saluting. The official will post the watch and the officers
will position themselves at or near the head and feet of the deceased
member.

Honor Guard
a.

Members of the Honor Guard will assemble at a location near the service
(church, funeral home, or cemetery) for inspection by the Honor Guard
commander.

b.

The Honor Guard commander will execute commands.

Pallbearers
a.

If the family requests pallbearers, they will be selected by the Honor
Guard commander.

b.

Pallbearers will be under the direction of the Honor Guard commander.
They will report to the funeral home as directed for instructions and
seating arrangements.

PROCEDURAL VARIATION
1.

The procedures outlined in this policy shall be followed in most cases. Any
changes made necessary by a shortage of manpower, the unusual size of the
funeral, the type of service, the physical arrangement of the place of service or for
any other reason shall be made by the Department Liaison Officer.
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Any additional honors to be accorded to deceased members or employees of the
Department or to deceased members of other law enforcement agencies shall be at
the discretion of the Director of Public Safety.

RESOURCES AND ASSISTANCE. A variety of resources exist offering guidance,
assistance, or support in planning, staffing, and conducting funerals. Among them are:
1.

Michigan State Police. Through the local Post Commander, the State Police can
assist with reporting and notification requirements, planning and staging,
manpower, the loan of white gloves and a variety of other matters.

2.

Concerns of Police Survivors, Inc. (COPS). At both the national and state
levels, COPS can assist with planning considerations and provide expert
advice - particularly in regard to attending to the survivors’ needs or wishes
during this traumatic time. Contact:
Concerns of Police Survivors, Inc.
P.O. Box 3199, South Highway 5
Camdenton, Missouri 65020
Phone: (573) 346-4911
Fax:
(573) 346-1414
Thin Blue Line
P.O. Box 532133
Livonia, MI 48153
(313) 740-7678
Fax: (313) 740-7896
Michigan COPS
P.O. Box 627
Hartland, MI 48353
Phone: (877) 464-2677
www.mi-cops.org,survivor@micops.org,
andreaarringtone@att.net

3.

Michigan Association of Chiefs of Police (MACP). The MACP can be
contacted to obtain presentation medals to present to the family during the
service. Contact:
Michigan Association of Chiefs of Police
3474 Alaiedon Pkwy Ste 600
Okemos, MI 48864-3975
Phone: (517) 349-9420
info@michiganpolicechiefs.org
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The Michigan Sheriffs Association may also be a source of assistance. Contact:
Michigan Sheriff’s Association
620 Capitol Ave. Ste 320a
Lansing, MI 48933-1241
Phone: (517) 485-3135
Fax: (517) 485-8016

5.

F.

Larger agencies (such as Detroit P.D., Lansing P.D., Ann Arbor P.D. and Grand
Rapids P.D.) have personnel with first-hand experience in planning and
conducting police funerals. They, along with Federal agencies such as the FBI or
DEA should also be considered as resources and points of contact for information,
guidance, resources, and assistance.

COMPLIANCE
1.

Violations of this policy, or portions thereof, may result in disciplinary action.

2.

The Captain shall:
a.

Review this policy annually to determine if contact information, telephone
numbers, and responsible parties are correct.

a.

Ensure that all sworn personnel review and update relevant information, if
needed, on their “Line of Duty Death” form on an annual basis.

G.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

H.

POLICY HISTORY
Adopted:
Revised:
Reviewed:

4.4.18
12.19.18, 7.3.19, 4.5.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To enact guidelines ensuring Department personnel are providing proper
support and emotional care for an officer’s family following a line-of-duty or active-duty
death, or serious injury.

B.

DEFINITIONS
Active-Duty Death. The death of an officer while employed by the Department but not
while on duty.
Line of Duty Death. The death of an officer directly caused by the performance of law
enforcement or firefighting duty.

C.

POLICY. The Department shall:
1.

Provide liaison assistance:
a.

To the immediate survivors of any member who dies in the line of duty.
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Whether the death was unlawful or accidental while the officer was
performing a police-related function, either on or off duty and while an
active member of the Department.

2.

Provide clarification and a comprehensive study of survivor benefits as well as other
tangible and intangible emotional support during this traumatic period of
readjustment for the surviving family.

3.

Not interfere with funeral arrangements of the deceased officer as they are decided
by the FAMILY with their wishes taking precedence over the Department’s.

4.

(May) institute certain parts of this directive for cases of an officer’s serious injury
or natural death only upon approval of the director of public safety.

COORDINATION OF EVENTS
1.

Coordination of events following the line of duty death of a sworn Department
member is an extremely important and complex responsibility. Professionalism
and compassion must always be exhibited as an obligation to the officer’s
survivors and to the law enforcement community.

2.

In order to provide the best possible service and support for the officer’s family,
The Incident Command System (ICS) will be utilized, and an incident action plan
(IAP) developed to address all aspects of the visitation and funeral. Assistance
in preparation of these documents may be obtained by contacting the Michigan
Region VI Incident Management Team through Lake County Dispatch at (231)
745-2711.

3.

Additional specific tasks may be assigned to selected members of the
Department. Their titles are:

4.

a.

Notification Officer

b.

Hospitality Liaison Officer

c.

Family Liaison Officer

d.

Department Liaison Officer

e.

Human Resources Coordinator

Notification
a.

The on-duty shift commander shall:
1)

First, attempt to notify the director and captain.
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2)

Notify the next of kin of an officer who has suffered severe injuries
or died.

3)

Personally, make the notification or designate a notification
officer to inform the survivors. A completed “Emergency
Notification Form” (Appendix A for each officer shall be
maintained in the cabinet in the sergeant’s office. Next of kin
information and other important personal arrangements will be
included in the emergency notification form and may be accessed
24/7 by a command staff member.

b.

The name of the deceased officer MUST NEVER be released by the
Department before the immediate family is notified.

c.

If there is knowledge of a medical problem with an immediate survivor,
ensure medical personnel are available at the residence to coincide with
the death notification.

d.

Ensure notification is ALWAYS made in person and never alone.

e.

1)

The director of public safety or a representative, police or fire
chaplain, close friend, or another police survivor could
appropriately accompany the notification officer.

2)

However, if the persons are not readily accessible, notification
should not be delayed until these people can gather. If there is an
opportunity to get to the hospital prior to the demise of the officer,
do not wait for the delegation to gather. The family should learn
of the death from the Department first and not from the news
media.

NEVER make a death notification on the doorstep.
1)

Ask to be admitted to the house.

2)

Inform the family members slowly and clearly of the
information that you have.

3)

If specifics of the incident are known, the notification officer
should relay as much information as possible to the family.

4)

Be sure to use the officer’s name during the notification. If the
officer has died, relay that information. Never give the family a
false sense of hope. Use words such as “died” and “dead” rather
than “gone away” or “passed away”.
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If the family requests to visit the hospital, ensure they are transported by
police vehicle.
1)

It is highly recommended that the family does not drive
themselves to the hospital.

2)

If the family insists on driving, an officer should accompany them
in the family car.

g.

If young children are at home, ensure the notification officer plans for
childcare needs. This may involve co-worker’s spouses, transportation of
the children to a relative’s home, or similar arrangement.

h.

Prior to departing for the hospital, have the notification officer notify the
hospital staff and the hospital liaison (by telephone if possible) that a
member(s) of the family is enroute.

i.

If possible, notify – IN-PERSON – the deceased or severely injured
officer’s parents.

j.

If immediate survivors live a significant distance beyond this
Department’s jurisdiction, have the notification officer:
1)

Ensure RADIO sends a LEIN message to the appropriate
jurisdiction requesting an in-person notification.

2)

May choose to call the other jurisdiction by telephone in addition
to the LEIN message. Arrangements should be made to permit
simultaneous telephone contact between the survivors and the
Department.

k.

Inform the director of public safety and/or the executive duty officer to
respond to the residence or the hospital to meet with the family as quickly
as possible.

l.

In the event of an on-duty death, the external monitoring of police
frequencies may be extensive:
1)

Ensure communications regarding notifications is restricted to the
telephone whenever possible.

2)

If the media has somehow obtained the officer’s name, advise
them to withhold the information and not respond to the officer's
residence pending notification of next of kin.
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Ensure notification is made to all members of the Department as soon as
practical.

Assistance for affected officers. Department command staff shall:
a.

Relieve officers who were on scene or who arrived moments after an
officer was critically injured or killed as quickly as possible.

b.

Afford the opportunity of police witnesses and other officers, who may
have been emotionally affected by the serious injury or death of another
officer, to attend a critical incident stress debriefing.

Assisting the family at the hospital. The first police official, other than the
director of public safety, to arrive at the hospital becomes the hospital liaison who
is responsible for:
a.

Coordinating the activities of hospital personnel, the officer’s family,
police officers, the media, and others.

b.

Arranging with hospital personnel an appropriate waiting facility for the
family, director of public safety, notification officer, and only those others
requested by the immediate survivors.

c.

Arranging a separate area for fellow public safety officers and friends to
assemble.

d.

Establishing a media staging area.

e.

Ensuring medical personnel relay pertinent information regarding an
officer’s condition to the family on a timely basis and before such
information is released to others.

f.

Notifying appropriate hospital personnel that all medical bills relating to
the injured or deceased officer are:
1)

Directed to the City of East Grand Rapids, workers compensation
insurance carrier, or the Department.

2)

Not sent to the family at their residence. This may require the
hospital liaison to re-contact the hospital during normal
business hours to ensure that proper billing takes place.

g.

Ensuring the family is updated regarding the incident and the officer’s
condition upon their arrival at the hospital.

h.

Arranging transportation for the family back to their residence.
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Affording the family, the opportunity, if possible, to visit the injured
officer before death. A police official should:
1)

“Prepare” the family for what they might see in the emergency
room; and

2)

Accompany the family into the room for the visit if the family
requests it. Note: Medical personnel should advise the family of
visitation policies and, in the event of death, explain why an
autopsy is necessary.

j.

Ensuring the notification officer(s) remain at the hospital while the family
is present.

k.

Not being overly protective of the family. This includes the sharing of
specific information on how the officer met their demise, as well as
allowing the family time with the deceased officer.

Support of the family during the wake or visitation and funeral. The director of public
safety or designee shall:

a.

Meet with the officer’s family at their home to determine their wishes
regarding Departmental participation in the preparation of the funeral
services. All possible assistance will be rendered.

b.

With the approval of the family:
1)

Assign a family liaison officer; and

2)

Designate a department liaison officer and benefits coordinator.

Family liaison officer
a.

The selection of a family liaison officer is a critical assignment. An
attempt should be made to assign someone who enjoyed a close
relationship with the officer and their family.

b.

This is not a decision-making position. This is a role of “facilitator”
between the family and the Department.

c.

The family liaison officer shall.
1)

Ensure that the needs of the family come before the wishes of the
Department.
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2)

Assist the family with funeral arrangements and make them aware
of what the Department can offer if they decide to have a police
funeral. If they choose the latter, brief the family on funeral
procedure.

3)

Apprise the family of information concerning the death and the
continuing investigation.

4)

Provide as much assistance as possible, including overseeing:
a)

Travel and lodging arrangements for out-of-town family
members.

b)

Arranging for food for the family.

c)

Childcare and transportation needs, etc.

5)

Be constantly available to the family.

6)

Solicit what public safety, church, fraternal and labor organizations
will provide in terms of financial assistance for out-of-town family
travel, food for funeral attendees following the burial, etc. This
will normally be completed by the Benefits Coordinator.

7)

Notify Concerns of Police Survivors (C.O.P.S.), (301) 599-0445,
and or the THIN BLUE LINE OF MICHIGAN, (586) 634-7634.
Members are available to provide emotional support to surviving
families.

8)

Be available for contact by the family and the Department at all
times via Department issued cell phone.

Department liaison officer
a.

Works to effectively coordinate resources both internal and external to the
Department and is normally assigned to the support services captain.

b.

The Department liaison officer shall:
1)

Work closely with the family liaison officer to ensure the family’s
needs are fulfilled.

2)

Handle the news media throughout the ordeal. If the family decides
to accept an interview, an officer should attempt to “screen”
questions presented to the family so as not to jeopardize
subsequent legal proceedings.
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Meet with the following persons to coordinate funeral activities
and establish an itinerary:
a)

Director of Public Safety

b)

Funeral Director

c)

Family priest or minister

d)

Cemetery Director

e)

Honor guard
representative

commander

and

metro

honor

guard

4)

Direct the activities of the Department and visiting police agencies
according to family wishes.

5)

Issue a LEIN message to include the following:
a)

Name of deceased.

b)

Date and time of death.

c)

Circumstances surrounding the death.

d)

Funeral arrangements (State if the service will be private or
a police funeral).

e)

Uniform to be worn.

f)

Expressions of sympathy in lieu of flowers.

g)

Contact person and phone number for visiting departments
to indicate their desire to attend and obtain further
information.

6)

Obtain an American flag. Notify the director of public safety of
the family’s preference of presenter.

7)

If the family desires a burial in uniform, select an officer to obtain
a uniform and all accouterments (except weapons) and deliver
them to the funeral home.

8)

Assign members for usher duty at the place of service.
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9)

Arrange for the delivery of the officer’s personal belongings to the
family.

10)

Brief the director of public safety and staff concerning all funeral
arrangements.

11)

Ensure that the surviving parents are afforded recognition and that
proper placement is arranged for them during the funeral and
procession.

12)

Arrange for a stand-by doctor for the family, if necessary.

13)

Coordinate traffic management, with other agencies if necessary,
during the viewing, funeral, and procession. Arrange for a tow
truck to be available along the procession route.

14)

Assign an officer to remain at the family home during the viewing
and funeral.

15)

Maintain a roster of all departments sending personnel to the
funeral, including:
a)

Name and address of responding agency.

b)

Name of the chief of police.

c)

Number of officers responding.

d)

Number of officers attending the reception after the funeral.

e)

Number of vehicles.

16)

Assist in making the necessary accommodations (food, lodging,
etc.)

17)

Acknowledge visiting and assisting departments.

18)

Arrange for routine residence checks by the patrol division or the
appropriate jurisdiction of the survivor’s home for 6-8 weeks
following the funeral. Note: This service is necessary since large
amounts of money are passing through the residence and the
survivors will be spending much time away from the home dealing
with legal matters.

19)

Arrange for mutual aid coverage of Department responsibilities for
night shift officers the day prior to the funeral and the day of the
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funeral and for day and afternoon shift personnel on the day of the
funeral.
20)

10.

Note that all persons grieve in various ways - an employee(s) shall
not be mandated to attend the funeral. If an employee decides to
work their normal shift and assignment shall be honored.

Human resources coordinator
a.

Shall gather information on all benefits/funeral payment available to the
family; and

b.

Has the Department’s full support to fulfill this responsibility to the
survivors and is completely responsible for filing the appropriate benefit
paperwork and following through with the family to ensure that these
benefits are being received.

c.

The human resources coordinator shall:
1)

File worker’s compensation claims and related paperwork,
assisting the family in filing claims under the Public Safety
Officers Benefit Act, if appropriate.

2)

Contact the appropriate City offices without delay to ensure the
beneficiary receives:
a)

Death and retirement benefits.

b)

The officer’s remaining paychecks and payment for
remaining annual and compensatory time.

c)

Any other benefits provided under the labor agreement.

3)

Gather information on all benefit/funeral payments that are
available to the family.

4)

Setting up any special trust funds or educational funds.

5)

Notify police organizations such as the Thin Blue Line of
Michigan, the Police Officers Labor Council, POAM, etc., of the
death to ensure that all entitlements are paid to the beneficiary(s).
These agencies may also offer legal and financial counseling to the
family at no cost.
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6)

Prepare a printout of the various benefits/funeral payments due to
the family, listing named beneficiaries, contacts at various benefits
offices, and when they can expect payment.

7)

Meet with the surviving family a few days after the funeral to
discuss the benefits they will receive. A copy of the prepared
printout and any other related paperwork should be given to the
family at this time.
a)

If there are surviving children from a former marriage, the
guardian of those children should also receive a printout of
what benefits the children may receive.

b)

Attention should be given to the revocation of health
benefits. Most health benefit providers allow a 30-day
grace period before canceling or imposing monthly
payments upon survivors.

Continued support for the family
a.

Members of the Department must remain sensitive to the needs of the
survivors long after the officer’s death. The grief process has no timetable
and survivors may develop a complicated grief process. More than half of
the surviving spouses can be expected to develop a post-traumatic stress
reaction to the tragedy.

b.

Survivors should continue to feel a part of the “police family” and be
invited to Department activities to ensure continued contact.

c.

Members of the Department are encouraged to keep in touch with the
family. Close friends, co-workers and officials should arrange with the
family to visit the home from time to time so long as the family expresses
a desire to have these contacts continue.

d.

The director of public safety should observe the officer’s death date with a
short note to the family and/or flowers on the grave.

e.

Holidays may be especially difficult for the family, particularly if small
children are involved. Increased contact with the survivors and additional
support is important at these times.

f.

The family liaison acts as a long-term liaison with the surviving family
who ensures:
1)

Close contact is maintained between the Department and the
survivors; and
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Their needs are met for as long as they feel the need for support.

g.

If no court proceedings surround the circumstances of the officer’s death,
the family liaison officer will relay all details of the incident to the family
at the earliest opportunity.

h.

If criminal violations surround the death, the family liaison officer will:
1)

Inform the family of all new developments prior to press release of
that information.

2)

Keep the family apprised of legal and parole proceedings.

3)

Introduce the family to victim assistance specialists of the court.

4)

Encourage the family to attend the trial, and accompany them
whenever possible, and

5)

Arrange for investigator to meet with the family at the earliest
opportunity following the trial to answer all their questions.

Internment outside West Michigan. If an officer who died in the line of duty is
interred outside the West Michigan area, the Department, at a minimum, will:
a.

Provide staffing to conduct a flag fold and pall bearer functions.

b.

The flag fold detail will consist of honor guard personnel (7).

c.

Assign additional personnel the honor guard unless the family has made
requests for specific officers.

ANNUAL REVIEW. The captain shall:
1.

Review this policy annually to determine if telephone numbers and responsible
parties are correct.

2.

Ensure the “Line of Duty Death Forms” are completed on an annual basis to allow
officers to keep updated information in them.

F.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

G.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.
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A.

PURPOSE. To outline the Department’s organizational vision, mission, values, and
guiding principles.

B.

VISION STATEMENT
Ensure that East Grand Rapids is the safest place to live, learn, work and play.

C.

MISSION STATEMENT
Our mission is to assist in safeguarding the community by providing police, fire, and
medical first response services that protect life and property through prediction,
prevention and reduction of crime and fire incidents while upholding and defending the
individual liberties secured by the Constitution.

D.

VALUES & GUIDING PRINCIPLES.
Department of Public Safety, we:
•

As members of the East Grand Rapids

Have the highest regard for human life;
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•

Treat all people, communities and cultures with compassion, courtesy, dignity,
and respect;

•

Establish positive relationships with the people we serve and work with, through
teamwork, collaboration, partnership, and openness;

•

Give all citizens, individuals, and fellow workers a voice during encounters;

•

Are neutral, unbiased, fair, and impartial in our decision making;

•

Have the courage to act and withstand challenges, while doing what is right.

•

Engender trust by adherence to the highest standards of integrity to instill
confidence that our actions are viewed as moral, ethical, honest, and lawful;

•

Perform with excellence of service in all we do; and

•

Always abide by the public safety “Code of Ethics.”

E.

CONSIDERATIONS. It is critical that we keep our mission statement, values, and guiding
principles in mind while performing our duties. Daily, we encounter many "gray" areas
which are not covered by rules, procedures, and laws. The direction provided by our
mission statement, values and guiding principles will assist us in doing the right thing in
each of such instances encountered.

F.

POSTING. The mission, vision, values & guiding principles shall be, at minimum, posted
in the outer lobby, for public viewing, and on the north wall of the Records Unit.

G.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

H.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

I.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

MOPP 3-11.B.2 & 3
7.1.98
4.16.12, 2.17.17, 12.4.18, 4.5.21
4.15.20

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish policy for requesting and providing mutual aid assistance - the
furnishing of personnel, equipment, and expertise in a specified manner at a requisite
time.

B.

DEFINITIONS
Agency. A governmental unit’s or community’s law enforcement, fire, or public safety
department.
Commanding Officer. The senior or highest-ranking officer available and/or designee, who
has responsibility for directing the Department at the time of an emergency.
Emergency. A combination of circumstances posing a threat or requiring immediate action
that calls for greater manpower or equipment than available to the requesting agency.
Mutual Aid. A written agreement between agencies, organizations, or jurisdictions to lend
aid or assistance across jurisdictional boundaries.
Responding/Providing Agency.
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requesting agency pursuant to this agreement.
Requesting/Receiving Agency. The jurisdiction in which an emergency exists and that
requests aid or assistance pursuant to this agreement.
C.

D.

COMMANDING OFFICER - REQUESTING/RECEIVING AGENCY shall:
1.

Determine there is an emergency in his/her jurisdiction.

2.

Request assistance from other departments.

3.

Request emergency call back of Department personnel.

4.

Establish a radio channel the incident commander and incoming personnel can
communicate on.

5.

Provide the incoming department with equipment as needed.

6.

Communicate the tasks which need to be completed to the incoming department.

7.

Obtain names from the assisting department to maintain accountability, if possible.

8.

Be responsible for the deployment of the assisting agencies’ personnel and
resources.

9.

Plan for the withdrawal of personnel and equipment from the responding agency as
soon as safely possible.

COMMANDING OFFICER - RESPONDING/PROVIDING AGENCY shall:
1.

Accept or decline the request based on availability of equipment and personnel.

2.

Ensure adequate manpower and equipment are maintained in the City.

3.

Request emergency call back to backfill the City (East Grand Rapids).

4.

Not authorize the use of probationary employees or civilians in a major emergency
unless approval is received from the Director or one of the Captains.

5.

Report to the incident commander at the scene and determine radio channel in use
and assignment.

6.

Provide the incident commander or designee the names of officers/personnel
responding and equipment available.

7.

Ensure all equipment and personnel return to the City when cleared by the incident
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commander.
E.

F.

G.

REQUESTING MICHIGAN NATIONAL GUARD ASSISTANCE
1.

The Governor of the State of Michigan will dispatch the National Guard only in the
event of a declared local emergency and after local mutual aid efforts have proven
insufficient to handle the emergency.

2.

The City Council of the City of East Grand Rapids must pass a resolution
requesting the Governor of Michigan to declare a state of emergency. A copy of
the resolution is also sent to the Office of Emergency Management. Upon
acceptance of the resolution and declaration of state of emergency, the local
Director of Emergency Services (City Manager or designee) may request the
National Guard be called in to assist local law enforcement efforts.

REQUESTING FEDERAL LAW ENFORCEMENT ASSISTANCE
1.

Short term, non-emergency, or routine contact/assistance to or from a federal agency
that is a part of an officer’s/detective’s every day duties requires no prior approval.
If there is a question concerning the contact/assistance, the sworn member should
contact a supervisor or captain for clarification.

2.

The on-duty shift commander/supervisor shall:
a.

Have the authority to request emergency assistance from local federal law
enforcement agencies (e.g., FBI, DEA, ATF, ICE, Secret Service, etc.).

b.

Contact the appropriate agency by appropriate electronic means or through
Kent County Dispatch.

INDEMNITY
1.

The requesting agency shall indemnify, hold harmless and defend the responding
agency from all claims (except for those defined in section C below), demands, costs
of damages (including attorney’s fees) for bodily injury, including death, or property
damage to any person or legal entity arising out of the acts or omissions of personnel
of the responding agency which are specifically directed or ordered by the
requesting agency’s commanding officer or his/her designee.

2.

The responding agency shall indemnify, hold harmless and defend the requesting
agency from all claims, demands, costs of damages (including attorney’s fees) for
bodily injury, including death, or property damage to any person or legal entity
arising out of the acts or omissions of personnel of the responding agency which are
not specifically directed or ordered by the requesting agency’s commanding officer
or his/her designee.
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3.

Waiver of compensation. The responding and requesting agencies waive all claims
for compensation from each other including wages, disability payments, retirement,
furlough and payments or charges made for equipment, supplies and materials used
or expended while rendering service under this mutual aid agreement.

4.

Current Agreements: The city of East Grand rapids is currently in mutual aid
agreements with:
a.

Kent County Dispatch

b.

Kent Area Narcotics Enforcement Team

c.
d.
e.
E.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

G.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

N/A
12.6.18

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish a written directive that defines and illustrates the organizational
components assigned to each functional area within the Department.

B.

DEFINITIONS
Department. The entire East Grand Rapids Department of Public Safety.
Division. The primary component of the Department. The Department is comprised of
two sub-divisions - Public Safety Services and Investigative Services.
Function. A general term for the required or expected activity of a person or an
organizational component.
Organizational Component. Any organizational entity (i.e., unit, team, shift, work
group, division, etc.) established and staffed on a full-time or part-time basis to provide a
specific function.
Shift. A subsection of Public Safety Services Division.
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Team. Several persons associated together for work related activities.
Unit. A subsection of a division.
Work Group. A group of people working together for a common purpose.
C.

ORGANIZATIONAL STRUCTURE
1.

The Director of Public Safety:
a.

Is the administrative head of the Department of Public Safety. All
employees work under his/her authority.

b.

Reports directly to the City Manager.

c.

Is responsible for:
1)

Completing the essential job functions as outlined in the City of
East Grand Rapids Job Description.

2)

Overseeing the:
a)

b)

c)

Internal Affairs Unit - which is responsible for:
(1)

Investigating and promptly resolving all allegations
of employee misconduct; and

(2)

Maintaining the integrity of the Department through
the operation of a competent, objective, fair, and
impartial internal investigation and review system.

Accreditation Manager - who is an assigned Department
member responsible for ensuring:
(1)

The Department’s policies and procedures meet all
Michigan Law Enforcement Accreditation Program
standards.

(2)

All proofs of compliance are filed on an annual
basis.

(3)

The Department can successfully complete the
assessment process and maintain accreditation
status.

Public Safety Clerks - who consist of two civilian clerks
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that provide administrative and clerical support functions,
manage records systems, and work closely with the public,
vendors, and other City staff.
2.

Public Safety Division is:
a.

Commanded by the Captain who reports directly to the Director of Public
Safety.

b.

Comprised of the Public Safety Services and Investigative Services subdivisions.
1)

Public Safety Services - is:
a)

b)

Responsible for the delivery of police, fire, and medical
first response services - on a 24/7/365 basis - that includes
but is not limited to:
(1)

Criminal law enforcement.

(2)

Public service calls.

(3)

Accident investigations.

(4)

Traffic enforcement.

(5)

Foot & bicycle patrols.

(6)

Directed patrols.

(7)

Fire related calls.

(8)

Fire suppression.

(9)

Water & ice rescue.

(10)

Medical calls.

Comprised of (3) shifts working 24 hours at a time:
(1)
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Has one officer assigned to the midnight
shift.

B-Shift which:
(a)

Is supervised by one staff sergeant and one
sergeant who report directly to the Captain.

(b)

Consists of five or six public safety officers.

(c)

Has one officer assigned to the midnight
shift.

C-Shift which:
(a)

Is supervised by one staff sergeant and one
sergeant who report directly to the Captain.

(b)

Consists of five or six public safety officers.

(c)

Has one officer assigned to the midnight
shift.

Investigative Services - is:
a)

Responsible for the delivery of criminal and fire
investigations and all community and school related
programs.

b)

Supervised by a detective sergeant who reports directly to
the Captain.

c)

Comprised of:
(1)
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(2)

(3)

(4)

(5)

Property Room - staffed by one shift PSO
specifically trained as a property room
manager/control officer responsible for:
(a)

Organization of the Property Room.

(b)

Maintaining records.

(c)

Accepting, storing, disposing of, and/or
releasing property in an efficient and lawful
manner.

Regional Computer Forensics Work Group - staffed
by various local, state, and federal officers
including one shift EGR sworn member responsible
for criminal investigations involving:
(a)

Computers.

(b)

Electronic devices.

(c)

Cell phones; and/or

(d)

Any other mobile or technology related
device.

Kent Area Narcotics Enforcement Team - staffed
by local officers, county deputies and one assigned
EGR sergeant/PSO responsible for criminal
investigation of:
(a)

Alcohol related violations.

(b)

Narcotics and controlled substances.

(c)

Vice related activities.

Community/School Liaison Programs - staffed by
one assigned PSO, directly supervised by the
detective sergeant, responsible for:
(a)
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Implementation of Department endorsed
community/school related programs and
activities.

Organizational Structure

3)

(b)

Investigation of crime.

(c)

Coordinating the:

1-40.6

1]

Adult Crossing Guard Program comprised of 21 crossing guards who
report directly to the crossing guard
supervisor.

2]

Bike Patrol Program - comprised of
4 college intern cadets.

Support Services Group - is:
a)

Responsible for delivery of administrative, support, and
training needs of the Department.

b)

Supervised by the Captain.

c)

Comprised of:
(1)

Honor Guard - consists of four to six sworn
members and is supervised by a staff sergeant or
sergeant responsible for:
(a)

Rendering appropriate honors to fallen
officers; and

(b)

Representing the Department on official
occasions.

Note: All honor guard personnel are also members
of the Kent County Metropolitan Honor Guard
Team.
(2)
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Kent County Dive Team - is an 11-member team
which includes deputies, corrections officers, and
one EGRDPS officer operating under the authority
of the KCSD. The team is responsible for:
(a)

Responding to calls for service that include
drownings and evidence recoveries.

(b)

Assisting other agencies throughout the
State of Michigan.

Organizational Structure
(3)

D.

1-40.7

Training Unit - is responsible for:
(a)

The delivery of all mandatory and elective
police, fire, and medical first response
training required or recommended by the
Department, State of Michigan, Michigan
Law Enforcement Accreditation Program,
MCOLES, OHSA, KCEMS, and the
Michigan
Municipal
League
Risk
Management Guidelines.

(b)

Overseeing the:
1]

Field training officer program.

2]

Armorer program.

3]

Hiring process.

4]

Background investigation process.

LINES OF AUTHORITY
1.

Lines of Authority within the Department are rank based in the following
descending order:
a.
b.
c.
d.
e.
f.

Director of Public Safety
Public Safety Captain
Staff Sergeant
Sergeant
Public Safety Officer
Civilian Employees
1)
2)

g.
2.

Public Safety Clerks
Bike Patrol
Crossing Guard Supervisor
Crossing Guards

Volunteers (The Department does not currently have any volunteers.)

Sworn members:
a.

Of the same rank have standing according to seniority determined by time in
grade.

b.

Appointed to the same rank on the same date, shall have standing according
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1-40.8

to their position as determined by the collective bargaining agreement.
Note: In specific situations, other factors may be used to designate the ranking
officer when two officers of the same grade are present.
3.

Absence or disability of the Director. In the extended absence or disability of the
Director of Public Safety, from any cause, the City Manager shall designate and
appoint some other member of the Public Safety Department to act as Director. This
shall not apply to when the Director is not present for a short period of time. In short
time periods, the Captain, or in his/her absence, the staff sergeants/sergeants will
assume command.

E.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

G.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

N/A
7.16.19
11.11.19, 12.27.19, 4.1.20

By order of:

Mark A. Herald, Director of Public Safety
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PURPOSE. To establish a set of regulations ensuring the East Grand Rapids Department of
Public Safety facility:
•

Reflects the highest professional standards;

•

Presents a neat and professional appearance; and

•

Provides a pleasant working environment for each employee.

SPECIFIC RESPONSIBILITIES – THE CAPTAIN
1.

Facility manager. The Captain shall serve in this role. The responsibilities of this
function shall include but not be limited to:
a.

Maintaining a current set of building floor plans.

b.

Monitoring and approval of all physical facility alterations, expansions, and
additions in conjunction with the City Manager, Assistant City Manager
and Director of Public Safety.

c.

Work with the Assistant City Manager preparing an annual capital
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improvement budget for the Public Safety Building.

2.

d.

Monitoring and maintaining building security, including the issuance and
inventory of electronic facility passes and completing written requests to HR
to obtain a physical key. Physical keys are stored at Public Works.

e.

Conducting monthly inspections of the facility and grounds to detect any
problems.
1)

Inspections that reveal serious deficiencies in equipment or facilities
will be documented in a written report to the Director of Public
Safety. This report shall include a plan of action and target date for
completion of corrective action, if this action is within the
capabilities of the Captain.

2)

Complete a COMCATE request for repair of any deficiencies
located.

3)

Any sergeant/staff sergeant receiving a report concerning serious
deficiencies will take necessary actions to ensure that suitable
corrective action is taken. If the appropriate corrective action cannot
be taken at that level, the report will continue up the chain of
command until the proper level is attained. Each level shall
document its actions.

f.

Holding monthly meetings with the members of the engineering department
to ensure that any deficiencies are remedied in a timely manner (this could
entail re-inspection to ensure corrective action).

g.

Reviewing and entering of all work orders into the COMCATE system.

Facility security
a.

All employees shall be responsible for the security and proper use of all
Department facilities. The facilities are intended for the exclusive use of the
Department and shall be used in accordance with this directive.

b.

Restricted areas:
1)

Employees other than supervisors, not assigned to the following
areas, shall be restricted from those areas.
a)

Evidence storage;

b)

Computer room;
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c.

3.

Gun room; and

d)

Detectives Office with the WOPR.

Identification
1)

d.

c)

1-43.3

Visitors must have a visitor pass which can be obtained from
dispatch. Persons excluded are:
a)

Group tours;

b)

City personnel who have met LEIN security standards;

c)

Other law enforcement; and

d)

Family members.

Physical security
1)

Public safety facility entrance doors will be closed. Security doors
will be closed and locked. Apparatus bay doors may be left open
depending on the weather. The motor pool garage door and side
entrance door shall be secured.

2)

Electronic facility passes will not be transferred, loaned, duplicated,
or given to any other employee or other person, without the consent
of the Captain. If the key is a physical municipal key, documentation
from HR assigning the key must accompany any transfer.

3)

Loss of an electronic facility pass or building key shall immediately
be reported to the Captain.

Prohibited activities
a.

Parking
1)

2)

Employee parking is:
a)

Provided at the south-side of the building; and is

b)

Allowed in the open area by the wash bay and by the curb by
the stairs to the entrance of the building so long as emergency
vehicles and apparatus have clear ingress and egress from the
apparatus bay.

Storage of personal vehicles in/at the facility is prohibited.
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3)
b.

C.

Parking in the garages is limited to official vehicles as authorized and
assigned by the Director of Public Safety.

Facility modifications
1)

4.

1-43.4

All requests for maintenance and modifications to the facility shall be
approved by the Captain. Direct contact with engineering will be
permitted in emergency situations.

Decorating standards. Personnel:
a.

Shall not hang items or objects from the ceiling tiles or suspension grid.

b.

May display personal items such as clocks, photographs, pen sets, etc., on
desk tops provided that such items are in good taste and consistent with the
decor of the facility.

c.

May display art work, including certificates and plaques which are their
personal property if it is in good taste and conveys a professional work
environment.

d.

Are prohibited from posting or hanging items on the exterior of lockers,
walls, doors, windows or other surfaces where adhesive material may cause
damage to the surface, create a maintenance problem, or convey a less than
professional appearance.

MONTHLY INSPECTIONS shall ensure:
1.

Electrical outlets/switch plates are in place.

2.

Exit signs are illuminated.

3.

GFCI’s are provided where required by code.

4.

Extension cords are not being used in place of permanent wiring.

5.

Confirm the following equipment is properly grounded and surge protected:
a.

Building.

b.

Telephone.

c.

Electrical.

d.

Radios.
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6.

Check for open breaker spaces/slots in the electrical panel board.

7.

Confirm the electrical panel boards are covered.

8.

Are circuit breakers each identified appropriately?

9.

Is the following equipment protected from lightning and electrical surge?

10.

a.

Computers; and

b.

Communication equipment.

1-43.5

Are fire extinguishers:
a.

Located properly;

b.

The proper type; and

c.

Serviced annually.

11.

HVAC system filters serviced.

12.

Are garage doors equipped with auto stop/return systems?

13.

Are the garages ventilated for air exchange?

D.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

N/A
12.27.18
12.28.18, 1.8.19, 7.3.19

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To adopt Michigan Municipal League public safety risk management
recommendations.

B.

PUBLIC SAFETY RISK MANAGEMENT STANDARDS
1.

2.

General administration. The Department shall:
a.

Have a written organizational structure.

b.

Review Manual of Policy & Procedure and standard operating procedures
annually.

c.

Ensure the Manual of Policy & Procedure and standard operating
procedures are available for all employees.

d.

Bias based policing statement.

e.

Mission & vision statement.

Police standards
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a.

1-46.2

Global training standards
1)

All training is documented and kept outside of the personnel file.

2)

Lesson plans meet MCOLES specifications.

3)

Annual training on:
a)

Use of force issues – medical considerations.

b)

Vehicle operations, policy and decision making.

c)

Legal updates.

d)

In-custody/prisoner safety.

e)

Aerosol decontamination.

f)

“Right to Know.”

g)

Defensive tactics.

h)

Blood borne/airborne pathogens.

i)

Harassment/discrimination/violence in the workplace.

4)

Hazmat/SARA level I (every two years);

5)

Incident command.

6)

Precision driving (every three years)/complete approved apparatus
driver training.

7)

Cultural diversity.

8)

Oversight of training at the command level.

9)

Is there an assigned training officer.

10)

Does training officer have minimum qualifications of Instructor I.

11)

Training to be held twice a year after any policy or equipment
changes.

12)

All officers must be trained in Firefighter I & II prior to one year
of service.
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b.

c.

1-46.3

13)

All apparatus operators are trained (NFPA 1002).

14)

During training students are under direct supervision.

15)

Public safety/fire officers are to be trained at a minimum of Fire
Officer I.

16)

All officers trained on safe exit procedures.

17)

Train on potential for high hazards in the community.

18)

Hazmat response training for all.

19)

Remedial training/performance improvement plan policy.

Control equipment. Officers shall receive annual training on:
1)

Aerosol/OC device.

2)

Handcuffs.

3)

All assigned restraints (e.g. flex cuffs, etc.).

4)

Impact weapons.

5)

Less lethal weapons.

Firearms training
1)

All officers shall demonstrate proficiency with all authorized
firearms at least two times a year.

2)

The instructor(s) should be department employees.

3)

Firearms training shall be pass/fail.

4)

All officers shall also be trained in:
a)

Reduced lighting.

b)

Outdoors/cold weather.

c)

Concealed carry.

d)

Decision making/target identification.
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d.

Multiple targets.

f)

Moving targets.

g)

Scenario based training.

h)

Weapon combinations.

i)

Stress scenarios.

j)

Cover concealment.

k)

Support hand shoot.

l)

MCOLES course.

m)

Less lethal weapons.

n)

Shoulder weapons.

Blood level tests (as required by MIOSHA)
1)

e.

e)

1-46.4

Not applicable based on outdoor range and number of hours range
officers are exposed.

Policy manual shall minimally contain policies and procedures on:
1)

Arrest management.

2)

Authorization/qualification with firearms.

3)

Auxiliary/reserve unit (NOT APPLICABLE)

4)

Body armor.

5)

Canine operations.

6)

Cash handling.

7)

Child restraint during child transport.

8)

Citizen complaints.

9)

Critical incident management.
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10)

Discipline.

11)

Domestic violence.

12)

Employment practices & hiring procedures.

13)

Evidence handling & audit.

14)

Firearms range operations/lead exposure (Not Applicable).

15)

Harassment.

16)

In-car video.

17)

Internal investigations.

18)

Infectious diseases.

19)

Interview & interrogation recording.

20)

Lock-up guidelines.

21)

Ride-Along program.

22)

Rules & Regulations.

23)

Safety Equipment/Use & Maintenance.

24)

Search & Seizure.

25)

Secondary Employment.

26)

Seatbelt use.

27)

Training program.

28)

Response to resistance/use of force.

29)

Video recording of interview/interrogation.

30)

Vehicle operations.

31)

Review/update manual
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Public Safety Risk Management Standards
a.
b.

f.

1-46.6

Copies are on the computers in the report room, in patrol
vehicles and hard copies are in the library, sergeant’s office
and report room.
Receipts will be signed off on when PSO’s read the policies
in “Police One.”

c.

The Accreditation Manager shall review the Manual of
Policy & Procedure annually.

d.

Old policies are archived in the POWER DMS system as
well as a hard copy is kept for old policies that were in
place prior to POWER DMS being purchased by the
Department.

32)

Municipal personnel policy.

33)

Juvenile arrest/in-custody.

34)

Use of weapons.

35)

Prisoner safety.

36)

Fleet maintenance.

Employment practices
1)

Hiring practices meet MCOLES pre-employment standards for all
new (sworn) employees.

2)

Written job descriptions for all personnel/classifications.

3)

Written test for sworn personnel.

4)

Oral interviews for all personnel.

5)

Background investigations for all personnel.

6)

Written conditional offer of employment.

7)

Physicals given/post-offer employment medical exam.

8)

Psychological tests for sworn personnel.

9)

Substance abuse/drug screening for all personnel.

10)

Department fitness program requirements:
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a.
11)

There is no fitness program requirement.

Department wellness program requirement.
a.

g.

1-46.7

There is no wellness program requirement.

12)

Annual performance appraisals for all employees.

13)

Policy that handles employees with medical restrictions.

14)

Hearing conservation program.

15)

Employee assistance program.

Required state & federal postings
1)

Postings displayed in a highly visible manner.

2)

Postings displayed where employees congregate at each work site.

3)

Are postings at a single location.

4)

Federal posting requirements

5)

a)

Fair Labor Standards Act – Minimum Wage.

b)

Employee Polygraph Protection Act.

c)

Family & Medical Leave Act.

d)

Combined Equal Opportunity.

Michigan posting requirements
a)

Whistleblower’s Protection Act.

b)

Michigan Wage & Hour – Minimum Wage.

c)

Civil Rights Act – HCRA.

d)

Michigan Occupational Health & Safety.

e)

Unemployment Insurance.

f)

Child Labor Law.
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h.

g)

MSDS/Right to Know.

h)

MIOSHA 301 Log 2/1 through 4/30

Written programs
1)

Hazard communication program.

2)

MSDS’s organized alphabetically:
a.

i.

j.

1-46.8

The Captain of Support Services will be responsible for
keeping this up to date.

3)

Internal operations plan.

4)

Fire prevention program.

5)

PPE (personal protection equipment) program.

6)

Infectious disease control plan for blood borne pathogens.

7)

Infectious disease control plan for airborne pathogens.

Infectious diseases
1)

Hepatitis B vaccination offered.

2)

Tuberculosis tests offered.
a.

Employees may have this done at their annual physical.

b.

If an exposure has occurred the Department shall make
arrangements to have an officer tested.

3)

Declination forms used.

4)

Follow-up testing offered.

5)

Testing is offered to full time staff.

Safety equipment. The Department shall issue:
1)

Body armor.

2)

Eye protection meeting ANSI Z87.1 for firearms training.
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k.

l.

3)

Firearms “ears” for firearms training.

4)

Bullet trap.

5)

Seatbelts.

6)

PPE gloves & masks.

7)

Vehicle/prisoner partition screen.

8)

Non-slip shoes.

9)

Prep radios.

10)

Puncture resistant gloves.

11)

Helmets.

12)

Reflective traffic vests.

13)

Gas masks/SCBA

1-46.9

Interview & interrogation. The Department shall ensure:
1)

Interviews and interrogations are videotaped.

2)

Interviews and interrogations are audio taped.

3)

A policy outlining this practice exists.

Physical facilities - electrical. The Department shall ensure:
1)

Outlets/switch plates are in place.

2)

Illuminated EXIT signs are utilized.

3)

GFCI’s are provided where required.

4)

Extension cords are not used in place of permanent wiring.

5)

The following equipment is properly grounded, and surge
protected: building, telephone, electrical and radios.

6)

There are no open breaker spaces/slots in panel board.
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m.

n.

o.

1-46.10

7)

The panel board is covered.

8)

Each circuit breaker on the panel board is identified.

9)

Computers and communication equipment are protected from
lighting and electrical surges.

Physical facilities – miscellaneous. The Department shall ensure:
1)

Fire extinguishers are properly located.

2)

Fire extinguishers are the proper type and serviced annually.

3)

The facility is inspected monthly.

4)

Test emergency lighting monthly.

5)

Service HVAC system filters annually.

6)

All electrically operated doors are equipped with auto-stop/return
hardware.

7)

Garage/apparatus areas are ventilated for air exchange.

8)

Good housekeeping is required in all areas.

Evidence Room. The Department shall ensure the Evidence Room:
1)

Remains properly secured.

2)

Has fire detection capabilities (e.g., alarms, etc.).

3)

Properly stores biohazards.

4)

Properly ventilates biohazard storage areas.

5)

Stores and ventilates hazardous and flammable materials properly.

6)

Has an evidence tracking system in place which is audited
annually.

Fitness Center. The Department shall:
1)

Have regular inspections and maintenance of equipment.

2)

Sanitize all equipment regularly.

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Public Safety Risk Management Standards

2.

3)

Require a written medical release before use.

4)

Utilize the two-person minimum rule.

5)

Require orientation training before authorization for use.

1-46.11

Fire standards
a.

b.

Administration. The Department shall:
1)

Develop response plans for typical addresses and high-rise
incidents.

2)

Have a written management plan addressing most common
hazards.

3)

Have an occupational safety and health policy.

4)

Use “Employee Hazard Reports.”

5)

Write employee safety rules.

6)

Have a written employee accident investigation procedure.

7)

Have a basic procedure for treatment and transport of injured.

8)

Be represented on the municipal safety committee.

9)

Have a safety budget in place.

Motor vehicle management (FIRE). Does the motor vehicle operations
policy & procedure contain:
1)

Management policy.

2)

Management and supervisory accountability.

3)

Equipment specific training.

4)

Accident reporting, review & accountability.

5)

Corrective action.

6)

Pre-use vehicle inspection.
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7)

Post-use vehicle inspection.

8)

Weekly vehicle inspection.

9)

Response by paid-on-call or volunteer staff:
a.

c.

1-46.12

Not Applicable.

10)

Do all vehicles have positive latching stowage?

11)

Do we ensure all persons are seated with seatbelts during vehicle
operations?

12)

Are the tires and rims visually inspected annually, broken down
every ten years, and replaced as necessary?

13)

Is there preventative maintenance for all vehicle records
maintained?

14)

Is a criterion established that renders a vehicle out of service?

15)

Does a qualified mechanic perform all major repairs?

16)

Do you have slip resistant steps?

17)

Do you check driving records through Michigan State subscription
service?

Protective clothing. The Department shall:
1)

Provide protective clothing to all personnel.

2)

Train on the care, use, inspection, maintenance, and limitations of
protective clothing.

3)

Spell out inspection responsibility in a standard operating
procedure.

4)

Ensure turnout coats and pants are cleaned every six months.

5)

Sanitize equipment after each use if it is shared.

6)

Have separate station uniform cleaning procedures.

7)

Provide turnouts to all sworn personnel.

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Public Safety Risk Management Standards

d.

8)

Ensure all coats and trousers have a 2” overlap.

9)

Ensure helmet has head, face, and eye protection.

10)

Provide Nomex hoods.

11)

Ensure that issued helmets, gloves and boots meet NFPA 1971.

Protective clothing – SCBA. The Department shall:
1)

Ensure all issued SCBA’s are positive pressure.

2)

Have a written respiratory protection program.

3)

Ensure SCBA’s are of grade-D quality with vendor certificates or
quarterly lab analysis (results posted).

4)

Have a hydrostatic tank testing program.

5)

Provide annual qualitative fit testing.

6)

Provide, if needed, a special face piece for prescription glasses.

7)

Ensure a manufactured certified person conducts all SCBA
equipment repairs.

8)

Provide PASS devices to all firefighters:
a.

e.

1-46.13

All SCBA’s are equipped with a PASS device.

Protective equipment – EMS. The Department shall have:
1)

Infectious disease control equipment.

2)

A disposal and infection control program.

3)

A hazardous material response plan.

4)

Vapor-protective suits.

5)

Liquid splash-protective garments.

6)

Uniforms for outside procedures.

7)

Inspection & decontamination procedures.
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f.

Tools & equipment.
1)

2)

g.

1-46.14

Tools. The Department shall ensure:
a)

All fire hoses meet NFPA (1961) and testing (1962).

b)

All spray nozzles meet NFPA 1964.

c)

Protective covers are on chain saws, ladder ends, axe, and
pike poles.

d)

Air movers for flammable vapors are explosion proof.

e)

A SOP for spark producing tools in explosive environments
exists.

f)

Life safety ropes and hardware meet NFPA 1983.

g)

A safety harness is used for fall arrest.

h)

Our rescue system includes the use of a fall protection
system.

i)

Inspections of harnesses and ropes are conducted after: (1)
each external use (fiber & synthetic); and (2) internally
annually at 3 ft. intervals (fiber).

j)

Records of use are kept.

k)

Replacement procedures are documented.

Equipment. The Department shall ensure:
a)

All fire apparatus meets braking requirements.

b)

All new apparatus is in compliance with NFPA
requirements (That is, Pumper 1901, Attack 1902, Aerial
1904 & Mobile Water 1903).

c)

A hose loading procedure exists.

d)

Annual fire pump certification.

e)

Equipment is inspected for water leaks.

Elevated platforms & aerial devices. The Department shall ensure:
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1)

There is a ten-foot clearance to power lines rule for aerial
apparatus.

2)

A harness system is used when on the aerial ladder.

3)

Tools are not mounted to the turntable.

4)

Aerial devices have slip resistant steps.

5)

Two-way voice communication is utilized.

6)

Operators are knowledgeable of standard hand signals.

7)

Ground ladders meet Part 4 MIOSHA requirements.

8)

Ladder rungs are between 12” and 16” spacing.

9)

Ladder rungs have slip resistant surfaces.

10)

Roof ladders support 500 pounds.

11)

Stay poles on 36’ ladders are secured.

Facilities. The Department shall ensure:
1)

A decontamination area is established.

2)

Smoke and carbon monoxide detectors are installed in the kitchen,
living, and sleeping areas.

3)

Diesel and CO ventilation systems exist.

4)

The public safety building is smoke free.

5)

The public safety building is inspected monthly for safety and
environmental hazards.

6)

Emergency lighting and EXIT lighting exist.

7)

Electrical fixtures and switches in all showers are watertight.

8)

All areas that are or may become damp or moist with ground-fault
circuit interrupters (GFCI) are protected.

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Public Safety Risk Management Standards

i.

9)

At least the minimum first aid materials and equipment are
accessible for use.

10)

Electrically operated doors are equipped with auto-stop/return
hardware.

11)

A central station fire alarm is installed, tested, and maintained
according to NFPA 72.

Emergency operations written procedures. The Department shall ensure:
1)

All public safety officers are trained in incident command.

2)

A safety officer is assigned at each incident according to (NFPA
1521).

3)

Initial and annual training for all occurs in emergency operations.

4)

There is a formal accountability system.

5)

On-scene recuperation response during civil disturbance.

6)

A policy for fire response during a civil disturbance exists.

7)

That a documented post-incident critique process exists.

8)

The emergency operations plan is in place.

9)

The emergency plan is posted.

10)

The emergency operations plan allows for mutual aid
communications. Does the emergency plan include the following:
a)
b)
c)
d)
e)
f)

j.
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Fire
Natural
Chemical
Terrorism response plan
Employee meeting place
Alarm system

Housekeeping. The Department shall ensure:
1)

Individuals are responsible for maintaining order in their work
area.

2)

Procedures for cleanup of spills and leaks are in place.
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Procedures for removal of ice and/or snow removal exist.

Other. The Department shall ensure:
1)

The firefighter RTK pre-planning is up to date.

2)

Community business site plans are current.

3)

Alternate plans for continuing operations in an emergency exist.

4)

A reporting process for out-of-service hydrants exists.

C.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

D.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

E.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

12.19.18

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish regulations governing secondary/extra duty employment and offduty employment for Department personnel.

B.

DEFINITIONS
Off-Duty Employment. Employment in which an employee has no law enforcement role
and is not paid by the City in any capacity.
Law Enforcement Related Extra-Duty Employment. Employment in which an officer is
hired as a law enforcement officer and which may entail the use of law enforcement
powers bestowed via the officer’s Department, but the officer is paid independently of the
department. This includes but is not limited to:
•
•
•
•

Traffic and pedestrian control;
Crowd Control;
Security and protection of persons and property;
Routine law enforcement for public authorities; and
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Plainclothes assignments.

POLICY. Department members shall:
1.

NOT work extra-duty employment.

2.

Complete the “Secondary Employment Request” form and submit it to the Director
for review and approval prior to starting off-duty employment. If approved, the
Director shall forward the approved form to Human Resources personnel for
placement in the employees personnel file.

3.

Be subject to suspension or revocation from off-duty privileges for violations of
written directives.

EXTRA-DUTY EMPLOYMENT. Sworn members shall not work extra-duty
employment.
Note: Working races, dances and events that are paid by the department are not
considered Extra-Duty employment.

E.

OFF-DUTY EMPLOYMENT. Sworn members:
1.

Shall
submit
a
written
request
for
approval
of
employment to the Director prior to engaging in such employment.

off-duty

2.

Will not be granted approval, and prior approval may be revoked, when such
employment interferes with the employee's work with the Department.

3.

May not engage in any employment or business involving the sale or distribution
of alcoholic beverages, bail bond or sureties, private investigation or with any
other criminal justice agency.

4.

Will not be granted approval where outside employment may:
a.

Render the employee unavailable during an emergency.

b.

Conflict with the law, departmental guidelines, or their duties with the
Department.

c.

Physically or mentally exhaust the employee to the point that their
performance may be affected.

d.

Require any special consideration for scheduling of the employee’s
regular duty hours.
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e.

Bring the employee or the Department into disrepute or impair the
operation or efficiency of the Department.

f.

Not use any departmentally owned property in conjunction with off-duty
employment without prior approval of the Director.

f.

May be denied sick leave for any illness resulting from or injury sustained
while engaged in outside employment.

On a leave of absence of any kind since they are unable to perform their job are
prohibited from engaging in any employment outside the City (including selfemployment) during such absence, regardless of any previous authorization.

COMPENSATION
1.

Extra-duty employment. Is not permitted.

2.

Off-duty employment. Compensation for off-duty employment is established
between the employer and employee and the City has no established interest as
the employee has no ties to the city for this employment.

SPECIAL EVENT SCHEDULING
1.

Sign-up sheets for all known special events will be completed and placed in the
Briefing Room prior to vacation sign-ups. The one exception is homecoming as
the date is not released in time.

2.

The number of officers and those that must work will be listed in order. The
officers that must work will be in bold letters.

3.

The order in which personnel are ordered back is taken from Appendix B of the
contract. Officers listed in each of the following categories will be listed from
lowest to highest seniority. Volunteers will take the place of the highest seniority
person from section “6” and will work toward the top of the list. Officers cannot
work for each other and cause a higher seniority officer on their “4-day” to work
when they were scheduled as a person in section”2.”
a.

Volunteers from sign-up list.

b.

Twenty-four-hour personnel working day prior and coming off shift.

c.

Midnight officers on duty.

d.

Sergeants working the day prior and coming off shift - if not event
incident commander.
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f.

Officers on their “4-day.”
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H.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

I.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

J.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

7.31.18
9.5.18, 12.12.18, 9.30.19, 10.7.19

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To post identified labor laws mandated by state and federal governments in
a location visible and accessible to all employees within the Department.

B.

SPECIFIC RESPONSIBILITIES
1.

2.

The City Human Resources Director and the Captain shall:
a.

Ensure all mandatory state and federal employment laws are posted in the
Department’s “Briefing Room.”

b.

Conduct an annual review of the law to ensure postings are up to date.

The following mandatory federal laws shall be posted and kept up to date:
a.

Employee Polygraph Protection Act (EPPA)

b.

Executive Order 11246 (Equal Employment Opportunity)

c.

Fair Labor Standards Act (FLSA)

d.

Family and Medical Leave Act. (FMLA)
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e.

Uniformed Services Employment and Reemployment Rights Act
(USERRA)

f.

Whistleblower Protections

The following state laws shall be posted and kept up to date:
a.

Michigan Occupational Safety and Health Act 1974

b.

Michigan Right to Know Law SDS new and revised sheet.

c.

Michigan Right to Know Law MIOSHA/CET #2195 form listing the
location of the MSDS booklet and who is responsible for the SDS(s).

d.

MIOSHA Form 300

e.

MIOSHA Form 300a

f.

MIOSHA Form 301

g.

Michigan Whistleblowers Protection Act.

h.

Minimum Wage Law

i.

Safety & Health Protection on the Job

C.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

D.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

E.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

N/A
12.13.18
7.3.19

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish a written directive system that provides all employees with a clear
understanding of departmental expectations relating to the performance of their duties.

B.

GENERAL INFORMATION.
1.

The Department promulgates a system of development, distribution, retention,
and review for policies, rules and procedures that provide employees with a clear
understanding of operating methods, organizational requirements, and rules of
conduct. Together these comprise the East Grand Rapids Department of Public
Safety MANUAL OF POLICY & PROCEDURE and provide instructions for the
completion of specific tasks or programs and are for internal use only.

2.

The efficient and effective performance of the Department is dependent upon
timely information and the direction provided to its personnel.
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3.

Written directives shall not conflict with established rules, regulations, or policies
of the Department, or with administrative regulations and statutory law imposed
by a higher authority (e.g., city charter, city ordinance, statutory law, etc.).

4.

All written directives shall be stated in precise and positive terms with
grammatical accuracy and simplified language.

5.

Publications that cancel or supersede previously issued documents will reference
the affected document.

DEFINITIONS
Instructional Material. Training guides, bulletins, checklists, and technical manuals.
Manual of Policy & Procedure. A collection of issued rules and regulations, policy and
procedural orders, standard operating procedures, and/or other written to be carried out
by Department personnel that affect Department activities.
Memorandum. A written/signed document that may or may not convey an order. It is
generally used to clarify or inform personnel. It may be used to temporarily modify other
written directives.
Order. A published or nonpublished command, instruction, mandate, or directive from
the Director of Public Safety or authorized designee.
Policy. A broad statement of agency principles or goals which may contain a rule, outline
a procedure, or establish a framework for development of procedures and rules and
regulations.
Procedure. A written directive that is a step by step guideline for carrying out agency
activities. A procedure may be made mandatory in tone through the use of "shall," will,”
or "must" rather than “should” or "may." Procedures may allow latitude or discretion in
carrying out an activity.
Rules and Regulations. A set of specific guidelines to which all employees must adhere.
Technical Manuals. Instructional material designed to depict the proper way to perform
a task, e.g., step-by-step instructions on how to fill out a report form. May also be
condensed versions of information that appears in other written directives for quick
reference.
Written Directive. Any document used to guide or affect the performance or conduct of
Department employees. The term includes policies, procedures, rules and regulations,
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memorandums, and instructional material or any other document that is binding upon
employees.
AUTHORITY TO ISSUE DIRECTIVES
1.

The authority to issue, modify, repeal, amend, revise, or approve Departmental
written directives rests with the Director of Public Safety. All directives and/or
memorandums which establish alter or cancel policies, rules or procedures of the
Department require the approval and signature of the Director of Public Safety. In
the absence of the Director of Public Safety, the captain may temporarily issue or
alter policies, rules, or procedures in response to emergencies or legal mandates.

2.

Captain, staff sergeants, or sergeants:

3.

E.
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a.

Are not prohibited from issuing memoranda, orders, or operating
instructions specific to their division or shift providing those
orders/instructions do not conflict with the established policies, rules, and
procedures of the Department.

b.

And training officers may issue instructional materials with prior
authorization from the Director.

Any proposal, which affects policy, rules, procedure or any written division or
shift order, must be forwarded through the chain of command to the Director of
Public Safety.

DEPARTMENT DIRECTIVES / MANUAL OF POLICY & PROCEDURE
1.

Distribution
a.

All employees shall have electronic access to the MANUAL OF POLICY
& PROCEDURE via the Department’s PowerDMS website:
•

https://powerdms.com/ui/Login.aspx?formsauth=true

b.

The on-line electronic manual is considered the official version of the
MANUAL OF POLICY & PROCEDURE. All written directives are
stored and maintained on the Department’s PowerDMS website.

c.

To ensure document security, only authorized members have the ability to,
add, modify, or delete documents from the network.

d.

A printed manual will be issued to the:
1)
2)

Director of Public Safety
Report Room
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Personnel may print copies of the MANUAL OF POLICY &
PROCEDURE, as necessary.

Receipt
1.

Upon notification of a new directive, task or assignment, personnel must
log into the Department’s PowerDMS/Police One website prior to the
established due date.

2.

Personnel are responsible for reading each written directive received,
completing any assigned training or quiz/test, and obtaining clarification
from their supervisor for any portion of the directive that is not
understood.

3.

Supervisors are to review pertinent information from all applicable written
directives with their subordinate personnel to ensure the directive is
understood.

4.

Personnel shall electronically sign received documents verifying they have
read the written directive.

5.

The receipt log will be maintained within PowerDMS/Police One.

3.

Enumeration system. All directives in the MANUAL OF POLICY &
PROCEDURE will be issued with a section number designated by title and
Arabic numeral arranged by hyphen and decimal sequence. The number
preceding the hyphen indicates the section; the number immediately to the right of
the hyphen indicates the subsection. Letters indicating a series under a section are
followed by periods; and subsections within a lettered section are numbered. This
format is designed to facilitate quick reference to specific material, as well as
expansion or revision of the contents.

4.

Table of contents. An index of chapters at the front of the MANUAL OF
POLICY & PROCEDURE outlines chapter topics first alphabetically then by
section number(s).

5.

When directives are amended the new or revised sections will be highlighted in
yellow the first time the directive is reissued. This applies only to changes in the
intent or meaning of the directive and does not apply to grammatical or spelling
corrections.

6.

The MANUAL OF POLICY & PROCEDURE will be divided into five (5)
Chapters and sixteen (16) sections as follows:
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Administration and Organization

TABLE OF CONTENTS
Section 1:

ADMINISTRATION

Section 2:

FISCAL MANAGEMENT

Professional Standards

Section 3:

CONDUCT AND RESPONSIBILITIES
3-11 Rules and Regulations

Section 4:

PERSONNEL ADMINISTRATION & CAREER
DEVELOPMENT

Public Safety Operations

Section 5:

EMERGENCY ACTION PLANS

Section 6:

FIRE OPERATIONS

Section 7:

MEDICAL OPERATIONS

Section 8:

POLICE OPERATIONS – Administration/General

Section 9:

POLICE OPERATIONS – Specific Incident Response

Section 10:

ARREST/DETENTION/SEARCH &SEIZURE

Section 11:

RESPONSE TO RESISTANCE

Section 12:

CRIMINAL INVESTIGATION

Support Services

Section 13:

SCHOOL LIAISON & COMMUNITY INVOLVEMENT

Section 14:

PROPERTY & EVIDENCE CONTROL

Information Systems

Section 15:

COMMUNICATIONS

Section 16:

RECORDS
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GLOSSARY (of Terms)
INDEX
F.

DEPARTMENT MEMORANDUMS:
1.

Provide timely dissemination of policy, rule, or procedural changes;

2.

Announce personnel orders, temporary or special orders, informational items, etc.

3.

Impart information to all or a selected group of employees.

4.

Require the authorization and signature of the Director of Public Safety or captain.

5.

Memorandums will be issued in the format described below:
DATE:
TO:

(Persons affected)

FROM:

(Title and name of issuing officer)

SUBJECT:
6.

Memorandum may be footnoted with an end date or review date as is appropriate.

7.

Will be retained (i.e., the master copy) by the Captain.

G.

OTHER PROCEDURAL/TRAINING MANUALS used by Department personnel require
the approval of the Director prior to issuance via a Department directive to establish its
authority. These manuals may be available electronically and a hard copy will be retained
by the captain.

H.

ASSIGNMENTS OUTSIDE THE DEPARTMENT. Electronic versions of the MANUAL
OF POLICY & PROCEDURE and any other relevant manual(s) will be available to those
assigned regular duties away from the East Grand Rapids Department of Public Safety (i.e.,
KANET, etc.).

I.

PUBLIC SAFETY SERVICES CAPTAIN
1.

The Captain or designee shall:
a.

Maintain an archival file of all directives, manuals, and changes thereto;
new policies and replacement files from January of 2017 - present will be
archived in Power DMS. Old orders do have an archive section within
Power DMS. Policies that were prior to that date will be kept in the
Director of Public Safety’s office computer.
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b.

Conduct an annual inspection of all printed Department copies of the
Manual or procedures and other Department approved manuals.
(Accreditation Manager)

c.

Upon activation of Power DMS system and Police One (i.e., electronic
notification of the directive), ensure all employees respond electronically
indicating receipt of the directive. The employee shall receive the policy
through “Power DMS.”
The accreditation manager shall keep
documentation to verify the employee's receipt of the directive.

Ensure all affected employees have responded to each directive. Shift supervisors
shall:
a.

Assist as needed to ensure a timely response; and

b.

Also review and discuss the provisions of each directive.

Remove cancelled or rescinded directives from the MANUAL OF POLICY &
PROCEDURE and notify affected employees the directive was rescinded and the
effective date.

MISCELLANEOUS MATERIALS
1.

2.

3.

Training materials:
a.

Contain clarifications of legal documents or opinions and other
information intended to enhance individual and/or organizational
efficiency and effectiveness.

b.

Will be developed in coordination with departmental training specialists,
the captain, staff sergeants, sergeants and officers and be approved by the
Director or designee.

Training bulletins shall:
a.

Be maintained in Police One; and

b.

Individual employees are responsible for the maintenance of all training
bulletins received.

Departmental communications
a.

Communications amongst personnel or shifts/units of the Department may
be accomplished through the use of inter-office memorandums, email, or
the phone system. An administrative bulletin board located by the
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Detective Sergeant’s office will also be maintained for the posting of
official information relevant to Department operations.

4.

K.

b.

Employees are responsible for reviewing materials on the administrative
bulletin board upon their return to duty daily as well as reviewing their
phone messages.

c.

Only items of an official nature may be placed upon the administrative
bulletin board. The Captain or designee will be responsible for
maintenance of the Administrative Bulletin Board.

Research & professional materials. The “Department Resource Library:”
a.

Shall be maintained just outside of the Captain’s office.

b.

Shall provide a central storage of reference books and materials needed in
the daily performance of duties. Resource Library materials are not
available for use away from the Department and must remain available for
use by personnel performing their duties.

c.

Is designed for the education and use by all personnel. It will contain
books, periodicals, and other material of professional interest to
Department personnel. The Captain is responsible for the acquisition,
maintenance and updating of materials in the resource library.

REVIEW & REVISION OF DIRECTIVES
1.

Command and supervisory staff members shall be responsible for on-going and
annual review / update of the Department's written directives.

2.

Supervisors shall continually monitor the environment of the Department to
determine the need for revision of Department directives. The Director shall be
promptly notified in writing of the need for revision, deletion, or creation of
written directives.

3.

Supervisors and/or officers shall:
a.

Be assigned responsibility for annual review of specific directives in
accordance with an assigned schedule.

b.

During the review, consult with appropriate resources, both internal and
external, to determine any specific needs for change in the assigned
directive.
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Submit a memorandum detailing the directive reviewed, the review
process undertaken, and the recommendations, if any, for specific changes
in the directive.

4.

Upon determination of need for revision of written directives, the Director may
assign the task to any appropriate Department member. Supervisory staff will
review proposed directives or revisions, when feasible.

5.

Directives will also be reviewed to determine if modifications are necessary when
changes occur in labor agreements, laws, statutes, or ordinances; when it appears
that the order has become ineffective; or agency personnel are having difficulty
complying with the provisions of the order; or at the direction of the Director.

6.

Purging. Upon issuance, personnel shall be informed if the directive is new,
amended or if it cancels a previous directive. Cancelled directives will be
archived for historical purposes in PowerDMS.

L.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

M.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

N.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

General Order #1 – Written Directives & Policy, 10.1.07
4.16.12
5.30.17, 4.1.19, 4.15.19, 6.30.19, 12.11.19, 10.5.20

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To outline accounts payable guidelines for all Department personnel.

B.

DEFINITION
Accounts Payable. Money owed - unpaid invoices, bills, or statements for goods or services
rendered - by the City/Department to outside contractors, vendors, or suppliers (creditors)
that must be paid within in a certain time.

C.

SPECIFIC RESPONSIBILITIES
1.

Department personnel shall:
a.

Receive invoices via mail, email or in person from the vendor.

b.

Review the invoice, bill, or statement for goods or services rendered and
forward it to the captain.
Note: When a captain is unavailable or off-duty for a significant amount of
time, all invoices/bills shall be forwarded to the director of public safety.

2.

The captain shall:
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a.

Review the invoice, bill, or statement for goods or services rendered and
determine the correct budget account code for payment.

b.

Stamp the invoice with the “Accounts Payable” stamp which provides lines
for the General Ledger Number, Description of the item(s), Requested By
and approval of the Department Head, Finance Director and City Manager.
Accounts Payable Stamp (Format)
G.L# _________________________________
Descr. _______________________________
Rqst. _____________ DH ________________
FD _______________ CM________________

3.

c.

Write-in the appropriate General Ledger Number and item Description; then
date (e.g., 3/10/18) and initial the Requester line.

d.

Forward the invoice to the director of public safety.

Director of public safety shall:
a.

Review the invoice, bill, or statement for goods or services rendered and, if
approved for payment, date and initial the document on the Department
Head (“DH”) line.

b.

Forward the invoice to the Finance Department for approval. (Scan into
BS&A)

D.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY
Rescinds:
N/A
Adopted:
2.1.18
Revised:
11.26.18, 7.5.19, 10.2.20
Reviewed:
11.23.21
By order of:
Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish guidelines and procedures for the maintenance of all cash funds
where public safety department personnel are required to receive, maintain, or disperse cash
funds.

B.

CASH FUND MAINTENACE PROCEDURES
1.

All cash accounts – are controlled by the Finance Department, there are no cash
accounts at the Department of Public Safety.
a.

The initial balance, cash received, cash disbursed, credits, debits, and the
balance on hand at the Public Safety Department is $0.

b.

Cash will be taken by a sworn officer in compliance with:
1)

Manual of Policy & Procedure Section 10-13: Interim Bond Process
(Taking bond money)

2)

Manual of Policy & Procedure Section 2-10:
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Maintenance D.3. (Preliminary Breath Tests)

2.
C.

c.

No Department member has the authority to disburse cash. The authority to
accept cash is limited to sworn officers.

d.

There is no record, document, or invoice of cash expenditures at the
Department since no cash accounts exist there.

e.

Cash activities for PBTs and bonds shall be reviewed quarterly.

Credit cards. Department personnel shall not take credit card information over the
telephone for payments of any kind.

CASH HANDLING
1.

Petty cash account. The Department does not keep a petty cash account or cash
on hand. All cash is maintained by the Finance Department.

2.

Bond money
a.

Sworn personnel shall oversee receipt of bond money for persons lodged
or detained on charges held by our Department in accordance with
Manual of Policy & Procedure Section 10-13: Interim Bond Process.

b.

Sworn employees receiving bond monies shall:

c.

1)

Complete the “Interim Bond Receipt” located in the sergeant’s
office and provide a copy to the violator. The receipt shall be
signed by two officers and the person posting the bond.

2)

Bring the money to the Finance Department between 8:00 a.m. and
5:00 p.m., Monday - Friday.

3)

If it is after normal business hours, a holiday or weekend, two
officers/sergeants shall verify the amount taken as bond and place
the money and receipts in a sealed envelope. Initial and date the
envelope. Place it in the locked ‘PBT Money Box’ located on the
wall near the complaint window.

4)

Document the exchange of bond money and the receipt number in
their narrative report in TIMS.

5)

Place the fourth receipt copy, “Goldenrod in color” in the captain’s
mailbox outside of his/her office.

The finance director or designee shall:
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1)

Have the only key for the locked container.

2)

Be the only persons authorized to open the ‘PBT Money Box.’

3)

Retrieve the money on normal business days.

4)

Take the money out of the container and entering it into the BSA
Cash Receipt module.

5)

Forward bond money to the appropriate court.

The captain shall:
1)

Receive and review the fourth copy of the receipt for bond money.

2)

Complete a voucher to request payment of the bond money to the
appropriate court.

Preliminary breath test(s)
a.

b.

Individuals requiring a PBT shall:
1)

During normal business hours, pay for the PBT at the Finance
Department - prior to test administration, and then

2)

Proceed to the Public Safety Department with a receipt showing
payment was made and then have the PBT administered.

Sworn personnel shall:
1)

Sign the receipt confirming the person has paid for the
service.

2)

Review the receipt to confirm the date of payment is for the day
the service is desired.

3)

Obtain a complaint number for all completed PBT’s.

4)

If a PBT is needed during non-business hours:
a)

Only take exact payment from the subject requesting the
PBT.

b)

Complete a receipt from the triplicate receipt book, making
sure to keep the cardboard between copies.
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4.

Provide the white copy of the receipt to the customer and
ensure the yellow receipt copy is placed into the designated
envelope with the payment. The pink copy shall stay in the
receipt book.

d)

Place the payment and yellow receipt in the designated
envelope with the PBT date, officer’s name and the amount
paid.

e)

Place the sealed payment envelope into the locked ‘PBT
Money Box’ located at the complaint window.

Complete an incident report that includes the subject’s name, PBT
result and receipt number.

a.

Personnel shall direct individuals coming to the Department for notary
services to City Hall.

b.

Public safety clerks are sworn notaries and may perform notary duties
only when City Hall does not have a notary available.
The person requiring notary service(s) shall pay at the Finance
Department prior to notarization activities by a public safety clerk.

Freedom of information act requests (FOIA)
a.

6.

c)

Notary services

1)
5.

2-10.4

Public safety clerks shall:
1)

Create an invoice in BS&A for FOIA requests.

2)

NOT accept payments of any kind.

3)

Provide the individual the invoice and direct them to make the
payment at the Finance Department or online.

4)

Direct the person requesting the report to return to the Department
with the receipt prior to receiving the report copy.

Sex offender registration (SOR)
a.

Public safety clerks shall:
1)

Create an invoice in BS&A for SOR.
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2)

Send the subject to the Finance Department to make the payment
or direct them to pay online.

3)

Confirm payment has been made.

4)

Go to MiCJIN (Michigan Criminal Justice Information Network)
website under the Offender Watch section and mark the offender
has “paid.”

Good citizen letters. Public safety clerks shall:
a.

Show the citizen what the letter says and confirm it is what they are
looking for.

b.

Create an invoice in BS&A.

c.

Direct the person to the Finance Department or online for payment. The
person requesting the letter will return to the Department with the receipt
confirming payment.
1)

Complete a local record’s check using the TIMS/Talon system.

2)

Write the letter based on the information located in TIMS/Talon.
Note: “Good Citizen Letter” service is not provided after normal
business hours.

8.

9.

False alarms. Public safety clerks shall:
a.

Forward a copy of the “False Alarm Letter” to the home/business owner.

b.

Create an invoice in BS&A for the alarm.

c.

Comply with Manual of Policy & Procedure Section 2-16: False Alarm
Response & Billing.

d.

Send anyone with payments to the Finance Department or direct them to
go online.

Miscellaneous. Any cash or valuables (e.g., evidence, found property, etc.)
coming into possession of Department employees shall be managed according to
Manual of Policy & Procedure Section 14-7: Property & Evidence Management.
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D.

REVIEWS. The East Grand Rapids Department of Public Safety does not conduct
quarterly or yearly reviews of cash accounts since no cash accounts exist. Cash is
managed by the Finance Department.

E.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

G.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
2.12.18
5.2.18, 7.3.18, 8.20.18, 10.1.18, 11.26.18, 12.14.18, 7.4.19, 12.1.21
8.13.18

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish guidelines for public safety personnel when using the City’s
authorized credit card.

B.

GENERAL POLICY. The City provides credit cards for employees to purchase items at
discount stores or on websites where the Department does not have an account.

C.

PROCEDURE. Personnel:
1.

Shall seek permission from the director or designee to use the Department
authorized credit card.

2.

Receiving credit card use approval shall:
a.

Proceed to the Finance Department and ask an authorized finance person
to retrieve the Department’s credit card from the safe.

b.

Sign their name and date when the card was taken out on the credit card
sign out sheet.
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Promptly return the card to an authorized finance person upon completion
of the purchase.

3.

Must ensure that approval of purchase and record of receipt is in accordance with
existing credit card and accounts payable policies.

4.

Shall submit the receipt to the captain for purchase documentation.
a.

b.

D.
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The captain shall:
1)

Write the word “Credit Card” on any receipts received when the
credit card was used.

2)

Then sign and date the receipt and forward it to the director who
shall review the receipt; sign and date it and forward it to the
Finance Department.

3)

Complete and code the invoices.

The director or designee shall:
1)

Receive a monthly statement around the 3rd of each month
highlighting any missing receipts.

2)

Complete the missing receipts, match them with the statement and
return them to Accounts Payable no later than the 10th of each
month.

5.

Seeking expenditures over $1,000.00 need approval of the finance director prior
to purchase.

6.

Shall not use credit cards for travel or hotel reservations. (This is due to the hotel
asking for the card at check-in. A check can be written to the hotel if a one-week
notice is provided.)

MISCELLANEOUS
1.

Credit card access to ATMs is blocked.

2.

Each card has a $5,000 limit that runs from the 1st of the month to the 30th of the
month.

3.

ABSOLUTELY NO PERSONAL PURCHASES ARE TO BE INCLUDED WITH
PURCHASE.

4.

All expenditures incurred on the credit card will be reported to the Finance
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Committee/City Commission.
5.

All credit cards are under the control of the finance director who shall keep them
locked in the safe at City Hall.

E.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

G.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
4.11.17
12.1.18, 7.4.19, 8.20.19, 4.14.20
12.1.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To outline the process for false alarm response billing by East Grand Rapids
public safety clerks.

B.

SPECIFIC RESPONSIBILITIES
1.

False alarm response process. Public safety clerks shall:
a.

Review alarm reports weekly for chargeable false alarms;

b.

Remove the appropriate report(s), and:
1)

Run the chargeable “False Fire Alarm and False Alarm” report
in TIMS.

2)

Send the owner of the home/business the appropriate “False Alarm
Letter” based on whether the incident is a:
a)

First alarm- Warning

b)

Second alarm- $50 fine
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Third Alarm- $100 fine

d)

Fourth alarm and additional- $200 fine
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Note: Fines are established by the City Commission in the
Fee Schedule
e)

c.
2.

3.

The “False Alarm Letter” will include:
(1)

Time and date of the alarm;

(2)

An explanation of the City’s false alarm ordinance;

(3)

An explanation of how to appeal the alarm fine; and

(4)

An explanation of the outcomes for the appeal.

All letters will be approved by the Director prior to being mailed out.

Payment. Public safety clerks shall:
a.

Create an invoice in BS&A for the alarm.

b.

All payments are made at the Finance Department.

c.

Regularly check BS&A to see if the fine has been paid.

d.

When paid, note in TIMS the “False Alarm Letter” which was sent:
1)

The bill was paid

2)

The date it was paid

Non-Payment. Public safety clerks shall:
a)

If the alarm user fails to pay within thirty days after billing, the unpaid fee
shall be added to and made part of the next City tax bill against the
subject’s premises and collected in the same manner as provided by law.
(Note: See Section 9.602 of the City Code for collection of City taxes on
real estate.)

b)

Confirm an invoice was created for the bill in BS&A. Then the Finance
Department will send additional billing notices and place it on the spring
tax bill of the following year.
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QUESTION/DISPUTES REGARDING FALSE ALARM NOTICES
1.

As stated in the East Grand Rapids False Alarm Ordinance, an alarm user may file
a written notice of appeal within 10 days.

2.

Appeals will be heard by the Director or designee within 20 days of receiving
written notice of the appeal.

3.

The Director or designee may waive such fees if the alarm user has made a good
faith effort to determine the cause of the false alarms and correct the problem.

4.

If the fee is waived, the Finance Department will be advised and will void the
charges in BS&A.

D.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

N/A
3.30.17
3.28.18, 8.24.18, 10.1.18, 12.1.18, 12.14.18, 3.10.19, 3.19.19, 7.16.19,
7.30.19, 8.5.19

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish administrative guidelines for preparing and processing the
Department’s payroll.

B.

SPECIFIC RESPONSIBILITIES
1.

Staff sergeants shall:
a.

Review the work schedule and ensure all staffing for his/her shift is entered
appropriately.

b.

Place his/her unit number next to the duty date showing he/she entered
information properly.

c.

Enter the hours worked by personnel that report to him/her in the BS&A
time sheet.

d.

Complete timecards (i.e., vacation, sick, overtime, and compensatory time
slips) and ensure each is signed and entered properly.

e.

Place all timecards into the black bin in the sergeant’s office.
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2.

Sergeants shall complete the payroll tasks if the staff sergeant is not on-duty.

3.

The captain shall:

2-22.2

a.

Check the black bin the sergeant’s office for all time cards every morning
while on-duty.

b.

Review the work schedule to confirm all timecards were appropriately
entered and ensure the staff sergeant/sergeant signed off on the schedule.

c.

Initial every timecard.

d.

Confirm all information was properly entered into BS&A.

e.

File timecards in his office.

f.

Review the “Exchange of Trade Time Request” forms for completeness and
then file them.

g.

At the end of the payroll term:
1)

Confirm everything is properly signed and entered.

2)

Electronically approve the payroll in BS&A.

3)

Forward the “Exchange of Trade Time Request” forms and
timecards to the Director.

4.

The director and shift staff sergeant/sergeant shall complete payroll tasks if the
captain is not on-duty.

5.

The director of public safety shall:
a.

On each Monday when payroll is due, review all vacation, sick, overtime,
and compensatory time slips, and “Exchange of Trade Time Request” and
ensure each is properly completed.

b.

Initial all “Exchange of Trade Time Request” forms.

c.

Review the payroll submission in BS&A “Timesheets.net” and then approve
the payroll electronically.

d.

File all vacation, sick, overtime, and compensatory time slips in his office.

e.

Forward the “Exchange of Trade Time Request” forms to the human
resources specialist.
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C.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

D.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

E.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
8.29.18
12.21.18, 7.3.19, 12.1.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To guide Department personnel through the licensing of transient merchants.

B.

DEFINITIONS
1.

Canvasser. “Solicitor” as defined below.

2.

Hawker. Any person who offers goods, property, or services for sale in the streets,
highways, thoroughfares, or public rights-of-way of the city by crying out, signals,
music, or other noise.

3.

Peddler. Any person who travels by foot, wagon, vehicle or other conveyance, from
place to place, house to house, or street to street, carrying, conveying or transporting
goods, wares and merchandise, displaying, offering and exposing the same for sale
or lease with option to purchase or making sales and delivering articles to
purchasers, or who, without traveling from place to place, shall sell or offer the
same for sale or lease with option to purchase from a wagon, vehicle, conveyance,
stand, temporary structure or any building which is occupied or leased for a period
of thirty days or less.
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4.

Solicitor. Any person who travels either by foot, wagon, vehicle, or other
conveyance, from place to place, house to house or street to street, taking or
attempting to take orders for the sale of goods, wares and merchandise, books or
magazines, personal property of any nature whatsoever for future delivery, or for
services to be furnished or performed, whether or not such a person has, carries or
exposes for sale a sample of the subject of such sale or whether such person is
collecting advance payments on such sales or not, and such definition shall include
any person who, for himself, or for another person hires, leases, uses or occupies any
building, structure, tent, boat, lodging house, apartment, shop, or any other place
within the city for the sole purpose of exhibiting samples and taking orders for
future delivery.

5.

Transient Merchant. Any “canvasser,” “peddler,” “solicitor,” or “hawker” as
defined above.

SPECIFIC RESPONSIBILITIES
1.

2.

Public safety clerks shall:
a.

Provide an application to the merchant to complete.

b.

Verify the applicant’s identity in two of the following ways:
1)

Driver’s license.

2)

Birth certificate; and/or

3)

State ID.

c.

Receive the application.

d.

Run the applicant through TIMS and ICHAT.

e.

Forward the application and results of the TIMS/ICHAT findings to the
Director of Public Safety for review and approval.

f.

Create an invoice in BS&A (Miscellaneous receivables) for the transient
merchant fee and applicable “Transient Merchant License.”

g.

When approved, complete the license, the transient merchant identification
card(s), and forward both to the Finance Department.

Director of Public Safety shall:
a.

Determine if applicable regulations and requirements of the City and State
were checked.
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D.
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Determine if the criminal history of the applicant was checked for any
indication the applicant cannot serve the public in the licensed area in a fair,
honest, and open manner.

Finance Department shall:
a.

Confirm the applicant does not owe the City any outstanding debt.

b.

Collect payment of the transient merchant fee as follows:
1)

$25 per day/per company.

2)

$100 per week/per company; or

3)

$200 per year/per company.

c.

Collect the $50.00 per person payment for all transient merchant
identification card(s). This fee is refundable when the identification card is
returned.

d.

Not charge or issue a fee for any person who is exempt from such fee by
state or federal law.

e.

Issue transient merchant card(s) to exempt subjects as well.

f.

After payment is received, provide the transient merchant with their
identification card or license.

APPEALS PROCESS FOR DENIAL/SUSPENSION/REVOCATION
1.

Any license may be suspended/revoked/denied by the issuing official for cause.

2.

Suspensions/revocations. The applicant/merchant has 5 days after the receipt of
suspension/revocation to provide a written request for a hearing to be heard by the
City Manager or his designee. (See 7.14 of Chapter 71 of the Ordinance Code of the
City of East Grand Rapids.)

3.

Denials
a)

The applicant/merchant has 10 days after the receipt of denial to provide a
written request for a hearing to be heard by the City Manager or designee
(See 7.14 of Chapter 71 of the Ordinance Code of the City of East Grand
Rapids.)

b)

The City has 10 days to schedule the hearing after receipt of the request.
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The City Manager or designee who heard the appeal has 5 days to respond in
writing to the applicant.

E.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

G.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
7.13.18
12.12.18
12.2.21

By order of:

Mark A. Herald, Director of Public Safety

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

3-4.1

Manual of Policy & Procedure
Conduct & Responsibilities

Section 3-4:

Risk/Freq.:

Distribution:

Effective Date:

Awards

LR/LF

All Personnel

MLEAC Standards:

None

3.18.21

Total Pages:

5

Table of Contents Section 3-4:
A.
B.
C.
D.
E.
F.
G.
H.
I.
J.
K.

Purpose ........................................................................................................ 1
Board of Awards ...................................................................................... 1-2
Award Nominations .................................................................................... 2
Awards - Criteria ...................................................................................... 2-4
Awards - State ............................................................................................. 4
Awards – Redesignation.............................................................................. 4
Awards – Wearing of ............................................................................... 4-5
Plaque .......................................................................................................... 5
Compliance ................................................................................................. 5
Officers assigned to Other Agencies ........................................................... 5
Policy History ............................................................................................. 5

A.

PURPOSE. To establish a uniform procedure for processing nominations for awards,
citations, and commendations for members of the East Grand Rapids Department of
Public Safety, other department personnel, and citizens.

B.

BOARD OF AWARDS
1.

The East Grand Rapids Department of Public Safety Board of Awards is hereby
established and shall consist of the following three members:
a.
b.
c.

2.

One Captain who serves as “Chairman”
One Staff Sergeant/Sergeant
One PSO

The Board of Awards shall:
a.

Meet as needed to process award nominations; however, the Board shall
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call a meeting within two weeks of receiving a recommendation for an
award.

C.

D.

b.

Hold in strict confidentiality all comments submitted to or offered by
Board members and all award votes.

c.

Be prohibited from revealing to anyone the transactions of the official
Board of Awards meetings.

d.

Require a unanimous vote of the Board before bestowing an award.

e.

Seek approval of the Director of Public Safety before authorizing the
issuance of a departmental award.

AWARD NOMINATIONS
1.

All employees of the East Grand Rapids Department of Public Safety are
encouraged to prepare and submit requests for Departmental Commendations/
Recognition in writing to the Director of Public Safety.

2.

Submitting employees are requested to attach as much supportive evidence as is
available to their nomination.

3.

Nominations for awards will be forwarded through channels to the Board of
Awards.

4.

Nominations for awards/commendations should be received by the Chairman no
later than thirty (30) days from the date the action for which the individual is
being nominated was performed or witnessed.

AWARDS – CRITERIA. The East Grand Rapids Department of Public Safety shall
bestow the following medals/certificates:
1.

2.

VanPopering Cross. This medal is awarded POSTHUMOUSLY to an officer
who lost his/her life in the performance of his/her duty under honorable
circumstances. The VanPopering Cross may be awarded in addition to other
awards an officer may receive for his/her actions which lead to his/her death.
a.

This award consists of a medal and certificate; and

b.

The ribbon affixed to the medal shall be black.

Medal of Honor. This medal is the highest award obtainable by any living
member of the East Grand Rapids Department of Public Safety. It is granted only
in exceptional cases where an officer risks his or her life in doing so performs
extraordinary, hazardous duty. The act must be of such an extraordinary nature
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that the peril confronting the officer was far and above and beyond the normal call
of duty experience.
a.
3.

Distinguished Service Medal. This medal is granted for service rendered in the
line of duty when an officer due to their diligence and perseverance show
meritorious conduct involving courage and risk to their personal safety.
a.

4.

This award consists of a red bar with 3 white stripes and a certificate.

Unit Citation. This award is granted to members who as a unit completed a
difficult task or operation in which teamwork was the key ingredient for success.
The Unit Citation shall be awarded to each individual officer who participated in
the operation. It does not exclude any officers from nomination for individual
awards for the same operation.
a.

7.

This award consists of a red and yellow bar with 2 blue stripes and a
certificate.

Lifesaving Award. This award is granted to a member who personally saves a
life. Actions meriting this award shall be significant actions by the member such
as the use of learned life supporting processes such as cardiopulmonary
resuscitation or measures performed under difficult or dangerous conditions. The
award will be granted only if the victim survives, and documentation is present
confirming that the actions taken significantly contributed to the saving of a life.
a.

6.

This award consists of a medal, blue bar with 2 silver stripes and a
certificate.

Meritorious Service Medal. This award is granted for service rendered in the line
of duty when an officer performs his or her duties in an exemplary manner. His
or her actions must be outstanding service in which a serious crime is prevented,
life or property protected, or criminals apprehended. This action need not involve
exposure to a hazardous condition.
a.

5.

This award consists of a medal, blue bar with 5 gold stars and a certificate.

This award consists of a green, white, and yellow bar with 2 blue stripes
and a certificate.

Award of Merit. This award is granted to a Department member who is
recognized by an outside organization for his/her outstanding actions or
performance while conducting his/her departmental duties; or outstanding
contributions to public safety through the success of programs, projects, or
situations such as contributions being made at a high degree of professional
excellence; or other outstanding actions of a nature which brings unusual credit to
the Department and its members.
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This award consists of an orange and blue bar and a certificate.

8.

Chief’s Citation. This award is granted at the sole discretion of the Director of
Public safety to sworn officers, civilian employees of the Department, citizens, or
an organization whom the Director deems worthy. The Chief’s Citation is
presented on the formal Chief’s Citation letter and accompanying folder. The
recipient of this citation may also be invited to attend an award’s ceremony.

9.

Service Award. This award is granted to all officers upon completion of their 5th
year of service and given at the completion of each additional 5 years thereafter.
a.

10.

This award consists of a black bar with gold star(s) for each 5 years of
service and certificate.

Certificate of Recognition (Public Safety Employees Only). This award is granted
for service rendered which does not come within the scope of the aforementioned
award classifications but, by its very nature, is such that formal recognition is
warranted for outstanding service. This award is granted in the form of a
certificate and plaque.

E.

AWARDS - STATE. The East Grand Rapids Department of Public Safety Board of
Awards hereby is granted the authority to recommend to groups such as The Michigan
Association of Chiefs of Police or Michigan Fire Chiefs Association, deserving members
additional recognition.

F.

AWARDS – REDESIGNATION. The Board of Awards shall redesignate, in title,
previously approved awards to conform to those contained herein.

G.

AWARDS – WEARING OF
1.

Employees of the East Grand Rapids Department of Public Safety may wear only
ribbons and awards approved and authorized by the Director of Public Safety;

2.

Ribbons will be worn centered on and 3/8 of an inch above the right breast
pocket, above the name tag;

3.

No line will contain more than three ribbons, nor fewer ribbons than the line
above it;

4.

Second or subsequent awards of the same type shall be denoted by a star and said
star shall be affixed to the bar; and

5.

Order of precedence of awards shall be observed from the wearer’s left to right
and worn in order of precedence as listed in this general order; however, any
MACP or MAPC, issued award shall take precedent over local awards and shall
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be worn to the wearer’s left, preceding any local awards.
H.

PLAQUE. A plaque will be issued with the certificate sealed on it for awards that
include certificates.

I.

COMPLIANCE. All officers shall comply with all the conditions set forth in this policy.
Violation of this policy, or portions thereof, shall result in disciplinary action, up to and
including discharge.

J.

OFFICERS ASSIGNED TO OTHER AGENCIES. Officers assigned to or assisting other
law enforcement agencies shall be guided by this policy unless otherwise directed by the
Director of Public Safety.

K.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

General Order #59 – Departmental Awards
4.16.12
10.27.17, 11.26.18
3.18.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

INTRODUCTION. “The Constitution of the United States of America” is the supreme
law of the United States. The Constitution is the framework for the organization of the
United States government and for the relationship of the federal government with the
states, citizens, and all people within the United States. Our fundamental duties as public
safety officers are to understand it, respect it, obey it, and above all vigorously defend it.

B.

THE CONSTITUTION OF THE UNITED STATES OF AMERICA
Preamble
We the People of the United States, in Order to form a more perfect Union, establish
justice, ensure domestic Tranquility, provide for the common defence, promote the
general Welfare and secure the Blessings of Liberty to ourselves and our Posterity, do
ordain and establish this Constitution for the United States of America.
ARTICLE 1: The Legislative Branch
Section 1 - The Legislature

All legislative Powers herein granted shall be vested in a Congress of the United States,
which shall consist of a Senate and House of Representatives.
Section 2 - The House

The House of Representatives shall be composed of Members chosen every second Year
by the People of the several States, and the Electors in each State shall have the
Qualifications requisite for Electors of the most numerous Branch of the State
Legislature.
No Person shall be a Representative who shall not have attained to the Age of twenty-five
Years, and been seven Years a Citizen of the United States, and who shall not, when
elected, be an Inhabitant of that State in which he shall be chosen.
(Representatives and direct Taxes shall be apportioned among the several States which
may be included within this Union, according to their respective Numbers, which shall be
determined by adding to the whole Number of free Persons, including those bound to
Service for a Term of Years, and excluding Indians not taxed, three fifths of all other
Persons.) (The previous sentence in parentheses was modified by the 14th
Amendment, Section 2) The actual enumeration shall be made within three Years after
the first Meeting of the Congress of the United States, and within every subsequent Term
of ten Years, in such Manner as they shall by Law direct. The Number of Representatives
shall not exceed one for every thirty Thousand, but each State shall have at Least one
Representative; and until such enumeration shall be made, the State of New Hampshire
shall be entitled to chuse three, Massachusetts eight, Rhode Island and Providence
Plantations one, Connecticut five, New York six, New Jersey four, Pennsylvania eight,
Delaware one, Maryland six, Virginia ten, North Carolina five, South Carolina five and
Georgia three.
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When vacancies happen in the Representation from any State, the Executive Authority
thereof shall issue Writs of Election to fill such Vacancies.
The House of Representatives shall chuse their Speaker and other Officers; and shall
have the sole Power of Impeachment.
Section 3 - The Senate

The Senate of the United States shall be composed of two Senators from each State,
(chosen by the Legislature thereof,) (The preceding words in parentheses superseded
by 17th Amendment, Section 1.) for six Years; and each Senator shall have one Vote.
Immediately after they shall be assembled in Consequence of the first Election, they shall
be divided as equally as may be into three Classes. The Seats of the Senators of the first
Class shall be vacated at the Expiration of the second Year, of the second Class at the
Expiration of the fourth Year, and of the third Class at the Expiration of the sixth Year, so
that one third may be chosen every second Year; (and if Vacancies happen by
Resignation, or otherwise, during the Recess of the Legislature of any State, the
Executive thereof may make temporary Appointments until the next Meeting of the
Legislature, which shall then fill such Vacancies.) (The preceding words in parentheses
were superseded by the 17th Amendment, Section 2.)
No person shall be a Senator who shall not have attained to the Age of thirty Years and
been nine Years a Citizen of the United States, and who shall not, when elected, be an
Inhabitant of that State for which he shall be chosen.
The Vice President of the United States shall be President of the Senate, but shall have no
Vote, unless they be equally divided.
The Senate shall chuse their other Officers, and also a President pro tempore, in the
absence of the Vice President, or when he shall exercise the Office of President of the
United States.
The Senate shall have the sole Power to try all Impeachments. When sitting for that
Purpose, they shall be on Oath or Affirmation. When the President of the United States is
tried, the Chief Justice shall preside: And no Person shall be convicted without the
Concurrence of two thirds of the Members present.
Judgment in Cases of Impeachment shall not extend further than to removal from Office,
and disqualification to hold and enjoy any Office of honor, Trust or Profit under the
United States: but the Party convicted shall nevertheless be liable and subject to
Indictment, Trial, Judgment and Punishment, according to Law.
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Section 4 - Elections, Meetings

The Times, Places and Manner of holding Elections for Senators and Representatives,
shall be prescribed in each State by the Legislature thereof; but the Congress may at any
time by Law make or alter such Regulations, except as to the Place of Chusing Senators.
The Congress shall assemble at least once in every Year, and such Meeting shall (be on
the first Monday in December,) (The preceding words in parentheses were superseded
by the 20th Amendment, Section 2.) unless they shall by Law appoint a different Day.
Section 5 - Membership, Rules, Journals, Adjournment

Each House shall be the Judge of the Elections, Returns and Qualifications of its own
Members, and a Majority of each shall constitute a Quorum to do Business; but a smaller
number may adjourn from day to day, and may be authorized to compel the Attendance
of absent Members, in such Manner, and under such Penalties as each House may
provide.
Each House may determine the Rules of its Proceedings, punish its Members for
disorderly Behavior, and, with the Concurrence of two-thirds, expel a Member.
Each House shall keep a Journal of its Proceedings, and from time to time publish the
same, excepting such Parts as may in their Judgment require Secrecy; and the Yeas and
Nays of the Members of either House on any question shall, at the Desire of one fifth of
those Present, be entered on the Journal.
Neither House, during the Session of Congress, shall, without the Consent of the other,
adjourn for more than three days, nor to any other Place than that in which the two
Houses shall be sitting.
Section 6 - Compensation

(The Senators and Representatives shall receive a Compensation for their Services, to be
ascertained by Law, and paid out of the Treasury of the United States.) (The preceding
words in parentheses were modified by the 27th Amendment.) They shall in all Cases,
except Treason, Felony and Breach of the Peace, be privileged from Arrest during their
Attendance at the Session of their respective Houses, and in going to and returning from
the same; and for any Speech or Debate in either House, they shall not be questioned in
any other Place.
No Senator or Representative shall, during the Time for which he was elected, be
appointed to any civil Office under the Authority of the United States which shall have
been created, or the Emoluments whereof shall have been increased during such time;
and no Person holding any Office under the United States, shall be a Member of either
House during his Continuance in Office.
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Section 7 - Revenue Bills, Legislative Process, Presidential Veto

All bills for raising Revenue shall originate in the House of Representatives; but the
Senate may propose or concur with Amendments as on other Bills.
Every Bill which shall have passed the House of Representatives and the Senate, shall,
before it become a Law, be presented to the President of the United States; If he approve
he shall sign it, but if not he shall return it, with his Objections to that House in which it
shall have originated, who shall enter the Objections at large on their Journal, and
proceed to reconsider it. If after such Reconsideration two thirds of that House shall agree
to pass the Bill, it shall be sent, together with the Objections, to the other House, by
which it shall likewise be reconsidered, and if approved by two thirds of that House, it
shall become a Law. But in all such Cases the Votes of both Houses shall be determined
by Yeas and Nays, and the Names of the Persons voting for and against the Bill shall be
entered on the Journal of each House respectively. If any Bill shall not be returned by the
President within ten Days (Sundays excepted) after it shall have been presented to him,
the Same shall be a Law, in like Manner as if he had signed it, unless the Congress by
their Adjournment prevent its Return, in which Case it shall not be a Law.
Every Order, Resolution, or Vote to which the Concurrence of the Senate and House of
Representatives may be necessary (except on a question of Adjournment) shall be
presented to the President of the United States; and before the Same shall take Effect,
shall be approved by him, or being disapproved by him, shall be repassed by two thirds of
the Senate and House of Representatives, according to the Rules and Limitations
prescribed in the Case of a Bill.
Section 8 - Powers of Congress

The Congress shall have Power To lay and collect Taxes, Duties, Imposts and Excises, to
pay the Debts and provide for the common Defence and general Welfare of the United
States; but all Duties, Imposts and Excises shall be uniform throughout the United States;
To borrow money on the credit of the United States;
To regulate Commerce with foreign Nations, and among the several States, and with the
Indian Tribes;
To establish an uniform Rule of Naturalization, and uniform Laws on the subject of
Bankruptcies throughout the United States;
To coin Money, regulate the Value thereof, and of foreign Coin, and fix the Standard of
Weights and Measures;
To provide for the Punishment of counterfeiting the Securities and current Coin of the
United States;
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To establish Post Offices and Post Roads;
To promote the Progress of Science and useful Arts, by securing for limited Times to
Authors and Inventors the exclusive Right to their respective Writings and Discoveries;
To constitute Tribunals inferior to the supreme Court;
To define and punish Piracies and Felonies committed on the high Seas, and Offenses
against the Law of Nations;
To declare War, grant Letters of Marque and Reprisal, and make Rules concerning
Captures on Land and Water;
To raise and support Armies, but no Appropriation of Money to that Use shall be for a
longer Term than two Years;
To provide and maintain a Navy;
To make Rules for the Government and Regulation of the land and naval Forces;
To provide for calling forth the Militia to execute the Laws of the Union, suppress
Insurrections and repel Invasions;
To provide for organizing, arming, and disciplining, the Militia, and for governing such
Part of them as may be employed in the Service of the United States, reserving to the
States respectively, the Appointment of the Officers, and the Authority of training the
Militia according to the discipline prescribed by Congress;
To exercise exclusive Legislation in all Cases whatsoever, over such District (not
exceeding ten Miles square) as may, by Cession of particular States, and the acceptance
of Congress, become the Seat of the Government of the United States, and to exercise
like Authority over all Places purchased by the Consent of the Legislature of the State in
which the Same shall be, for the Erection of Forts, Magazines, Arsenals, dock-Yards, and
other needful Buildings; And
To make all Laws which shall be necessary and proper for carrying into Execution the
foregoing Powers, and all other Powers vested by this Constitution in the Government of
the United States, or in any Department or Officer thereof.
Section 9 - Limits on Congress

The Migration or Importation of such Persons as any of the States now existing shall
think proper to admit, shall not be prohibited by the Congress prior to the Year one
thousand eight hundred and eight, but a tax or duty may be imposed on such Importation,
not exceeding ten dollars for each Person.
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The privilege of the Writ of Habeas Corpus shall not be suspended, unless when in Cases
of Rebellion or Invasion the public Safety may require it.
No Bill of Attainder or ex post facto Law shall be passed.
(No capitation, or other direct, Tax shall be laid, unless in Proportion to the Census or
Enumeration herein before directed to be taken.) (Section in parentheses clarified by the
16th Amendment.)
No Tax or Duty shall be laid on Articles exported from any State.
No Preference shall be given by any Regulation of Commerce or Revenue to the Ports of
one State over those of another: nor shall Vessels bound to, or from, one State, be obliged
to enter, clear, or pay Duties in another.
No Money shall be drawn from the Treasury, but in Consequence of Appropriations
made by Law; and a regular Statement and Account of the Receipts and Expenditures of
all public Money shall be published from time to time.
No Title of Nobility shall be granted by the United States: And no Person holding any
Office of Profit or Trust under them, shall, without the Consent of the Congress, accept of
any present, Emolument, Office, or Title, of any kind whatever, from any King, Prince or
foreign State.
Section 10 - Powers Prohibited of States

No State shall enter into any Treaty, Alliance, or Confederation; grant Letters of Marque
and Reprisal; coin Money; emit Bills of Credit; make any Thing but gold and silver Coin
a Tender in Payment of Debts; pass any Bill of Attainder, ex post facto Law, or Law
impairing the Obligation of Contracts, or grant any Title of Nobility.
No State shall, without the Consent of the Congress, lay any Impost or Duties on Imports
or Exports, except what may be absolutely necessary for executing it’s inspection Laws:
and the net Produce of all Duties and Imposts, laid by any State on Imports or Exports,
shall be for the Use of the Treasury of the United States; and all such Laws shall be
subject to the Revision and Controul of the Congress.
No State shall, without the Consent of Congress, lay any duty of Tonnage, keep Troops,
or Ships of War in time of Peace, enter into any Agreement or Compact with another
State, or with a foreign Power, or engage in War, unless actually invaded, or in such
imminent Danger as will not admit of delay.
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ARTICLE 2: The Executive Branch
Section 1 - The President

The executive Power shall be vested in a President of the United States of America. He
shall hold his Office during the Term of four Years, and, together with the Vice-President
chosen for the same Term, be elected, as follows:
Each State shall appoint, in such Manner as the Legislature thereof may direct, a Number
of Electors, equal to the whole Number of Senators and Representatives to which the
State may be entitled in the Congress: but no Senator or Representative, or Person
holding an Office of Trust or Profit under the United States, shall be appointed an
Elector.
(The Electors shall meet in their respective States, and vote by Ballot for two persons, of
whom one at least shall not lie an Inhabitant of the same State with themselves. And they
shall make a List of all the Persons voted for, and of the Number of Votes for each; which
List they shall sign and certify, and transmit sealed to the Seat of the Government of the
United States, directed to the President of the Senate. The President of the Senate shall,
in the Presence of the Senate and House of Representatives, open all the Certificates, and
the Votes shall then be counted. The Person having the greatest Number of Votes shall be
the President, if such Number be a Majority of the whole Number of Electors appointed;
and if there be more than one who have such Majority, and have an equal Number of
Votes, then the House of Representatives shall immediately chuse by Ballot one of them
for President; and if no Person have a Majority, then from the five highest on the List the
said House shall in like Manner chuse the President. But in chusing the President, the
Votes shall be taken by States, the Representation from each State having one Vote; a
quorum for this Purpose shall consist of a Member or Members from two-thirds of the
States, and a Majority of all the States shall be necessary to a Choice. In every Case,
after the Choice of the President, the Person having the greatest Number of Votes of the
Electors shall be the Vice President. But if there should remain two or more who have
equal Votes, the Senate shall chuse from them by Ballot the Vice-President.) (This clause
in parentheses was superseded by the 12th Amendment.)
The Congress may determine the Time of chusing the Electors, and the Day on which
they shall give their Votes; which Day shall be the same throughout the United States.
No person except a natural born Citizen, or a Citizen of the United States, at the time of
the Adoption of this Constitution, shall be eligible to the Office of President; neither shall
any Person be eligible to that Office who shall not have attained to the Age of thirty-five
Years, and been fourteen Years a Resident within the United States.
(In Case of the Removal of the President from Office, or of his Death, Resignation, or
Inability to discharge the Powers and Duties of the said Office, the same shall devolve on
the Vice President, and the Congress may by Law provide for the Case of Removal,
Death, Resignation or Inability, both of the President and Vice President, declaring what
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Officer shall then act as President, and such Officer shall act accordingly, until the
Disability be removed, or a President shall be elected.) (This clause in parentheses was
modified by the 20th and 25th Amendments.)
The President shall, at stated Times, receive for his Services, a Compensation, which
shall neither be increased nor diminished during the Period for which he shall have been
elected, and he shall not receive within that Period any other Emolument from the United
States, or any of them.
Before he enter on the Execution of his Office, he shall take the following Oath or
Affirmation:
"I do solemnly swear (or affirm) that I will faithfully execute the Office of President of
the United States, and will to the best of my Ability, preserve, protect and defend the
Constitution of the United States."
Section 2 - Civilian Power over Military, Cabinet, Pardon Power, Appointments

The President shall be Commander in Chief of the Army and Navy of the United States,
and of the Militia of the several States, when called into the actual Service of the United
States; he may require the Opinion, in writing, of the principal Officer in each of the
executive Departments, upon any subject relating to the Duties of their respective
Offices, and he shall have Power to Grant Reprieves and Pardons for Offenses against the
United States, except in Cases of Impeachment.
He shall have Power, by and with the Advice and Consent of the Senate, to make
Treaties, provided two thirds of the Senators present concur; and he shall nominate, and
by and with the Advice and Consent of the Senate, shall appoint Ambassadors, other
public Ministers and Consuls, Judges of the supreme Court, and all other Officers of the
United States, whose Appointments are not herein otherwise provided for, and which
shall be established by Law: but the Congress may by Law vest the Appointment of such
inferior Officers, as they think proper, in the President alone, in the Courts of Law, or in
the Heads of Departments.
The President shall have Power to fill up all Vacancies that may happen during the
Recess of the Senate, by granting Commissions which shall expire at the End of their
next Session.
Section 3 - State of the Union, Convening Congress

He shall from time to time give to the Congress Information of the State of the Union,
and recommend to their Consideration such Measures as he shall judge necessary and
expedient; he may, on extraordinary Occasions, convene both Houses, or either of them,
and in Case of Disagreement between them, with Respect to the Time of Adjournment,
he may adjourn them to such Time as he shall think proper; he shall receive Ambassadors
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and other public Ministers; he shall take Care that the Laws be faithfully executed, and
shall Commission all the Officers of the United States.
Section 4 - Disqualification

The President, Vice President and all civil Officers of the United States, shall be removed
from Office on Impeachment for, and Conviction of, Treason, Bribery, or other high
Crimes and Misdemeanors.
ARTICLE 3: The Judicial Branch
Section 1 - Judicial Powers

The judicial Power of the United States, shall be vested in one supreme Court, and in
such inferior Courts as the Congress may from time to time ordain and establish. The
Judges, both of the supreme and inferior Courts, shall hold their Offices during good
Behavior, and shall, at stated Times, receive for their Services a Compensation which
shall not be diminished during their Continuance in Office.
Section 2 - Trial by Jury, Original Jurisdiction, Jury Trials

(The judicial Power shall extend to all Cases, in Law and Equity, arising under this
Constitution, the Laws of the United States, and Treaties made, or which shall be made,
under their Authority; to all Cases affecting Ambassadors, other public Ministers and
Consuls; to all Cases of admiralty and maritime Jurisdiction; to Controversies to which
the United States shall be a Party; to Controversies between two or more States; between
a State and Citizens of another State; between Citizens of different States; between
Citizens of the same State claiming Lands under Grants of different States, and between a
State, or the Citizens thereof, and foreign States, Citizens or Subjects.) (This section in
parentheses was modified by the 11th Amendment.)
In all Cases affecting Ambassadors, other public Ministers and Consuls, and those in
which a State shall be Party, the supreme Court shall have original Jurisdiction. In all the
other Cases before mentioned, the supreme Court shall have appellate Jurisdiction, both
as to Law and Fact, with such Exceptions, and under such Regulations as the Congress
shall make.
The Trial of all Crimes, except in Cases of Impeachment, shall be by Jury; and such Trial
shall be held in the State where the said Crimes shall have been committed; but when not
committed within any State, the Trial shall be at such Place or Places as the Congress
may by Law have directed.
Section 3 - Treason

Treason against the United States, shall consist only in levying War against them, or in
adhering to their Enemies, giving them Aid and Comfort. No Person shall be convicted of
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Treason unless on the Testimony of two Witnesses to the same overt Act, or on
Confession in open Court.
The Congress shall have power to declare the Punishment of Treason, but no Attainder of
Treason shall work Corruption of Blood, or Forfeiture except during the Life of the
Person attainted.
ARTICLE 4: The States
Section 1 - Each State to Honor All Others

Full Faith and Credit shall be given in each State to the public Acts, Records, and judicial
Proceedings of every other State. And the Congress may by general Laws prescribe the
Manner in which such Acts, Records and Proceedings shall be proved, and the Effect
thereof.
Section 2 - State Citizens, Extradition

The Citizens of each State shall be entitled to all Privileges and Immunities of Citizens in
the several States.
A Person charged in any State with Treason, Felony, or other Crime, who shall flee from
Justice, and be found in another State, shall on demand of the executive Authority of the
State from which he fled, be delivered up, to be removed to the State having Jurisdiction
of the Crime.
(No Person held to Service or Labour in one State, under the Laws thereof, escaping into
another, shall, in Consequence of any Law or Regulation therein, be discharged from
such Service or Labour, But shall be delivered up on Claim of the Party to whom such
Service or Labour may be due.) (This clause in parentheses is superseded by the 13th
Amendment.)
Section 3 - New States

New States may be admitted by the Congress into this Union; but no new States shall be
formed or erected within the Jurisdiction of any other State; nor any State be formed by
the Junction of two or more States, or parts of States, without the Consent of the
Legislatures of the States concerned as well as of the Congress.
The Congress shall have Power to dispose of and make all needful Rules and Regulations
respecting the Territory or other Property belonging to the United States; and nothing in
this Constitution shall be so construed as to Prejudice any Claims of the United States, or
of any particular State.
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Section 4 - Republican Government

The United States shall guarantee to every State in this Union a Republican Form of
Government, and shall protect each of them against Invasion; and on Application of the
Legislature, or of the Executive (when the Legislature cannot be convened) against
domestic Violence.
ARTICLE 5: Amendment

The Congress, whenever two thirds of both Houses shall deem it necessary, shall propose
Amendments to this Constitution, or, on the Application of the Legislatures of two thirds
of the several States, shall call a Convention for proposing Amendments, which, in either
Case, shall be valid to all Intents and Purposes, as part of this Constitution, when ratified
by the Legislatures of three fourths of the several States, or by Conventions in three
fourths thereof, as the one or the other Mode of Ratification may be proposed by the
Congress; Provided that no Amendment which may be made prior to the Year One
thousand eight hundred and eight shall in any Manner affect the first and fourth Clauses
in the Ninth Section of the first Article; and that no State, without its Consent, shall be
deprived of its equal Suffrage in the Senate.
ARTICLE 6: Debts, Supremacy, Oaths

All Debts contracted and Engagements entered into, before the Adoption of this
Constitution, shall be as valid against the United States under this Constitution, as under
the Confederation.
This Constitution, and the Laws of the United States which shall be made in Pursuance
thereof; and all Treaties made, or which shall be made, under the Authority of the United
States, shall be the supreme Law of the Land; and the Judges in every State shall be
bound thereby, any Thing in the Constitution or Laws of any State to the Contrary
notwithstanding.
The Senators and Representatives before mentioned, and the Members of the several
State Legislatures, and all executive and judicial Officers, both of the United States and
of the several States, shall be bound by Oath or Affirmation, to support this Constitution;
but no religious Test shall ever be required as a Qualification to any Office or public
Trust under the United States.
ARTICLE 7: Ratification

The Ratification of the Conventions of nine States, shall be sufficient for the
Establishment of this Constitution between the States so ratifying the Same.
Done in Convention by the Unanimous Consent of the States present the Seventeenth
Day of September in the Year of our Lord one thousand seven hundred and Eighty seven
and of the Independence of the United States of America the Twelfth. In Witness whereof
We have hereunto subscribed our Names.
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Go Washington - President and deputy from Virginia
New Hampshire - John Langdon, Nicholas Gilman
Massachusetts - Nathaniel Gorham, Rufus King
Connecticut - Wm Saml Johnson, Roger Sherman
New York - Alexander Hamilton
New Jersey - Wil Livingston, David Brearley, Wm Paterson, Jona. Dayton
Pennsylvania - B Franklin, Thomas Mifflin, Robt Morris, Geo. Clymer, Thos FitzSimons,
Jared Ingersoll, James Wilson, Gouv Morris
Delaware - Geo. Read, Gunning Bedford Jun, John Dickinson, Richard Bassett, Jaco.
Broom
Maryland - James McHenry, Dan of St Tho Jenifer, Danl Carroll
Virginia - John Blair, James Madison Jr.
North Carolina - Wm Blount, Richd Dobbs Spaight, Hu Williamson
South Carolina - J. Rutledge, Charles Cotesworth Pinckney, Charles Pinckney, Pierce
Butler
Georgia - William Few, Abr Baldwin
Attest: William Jackson, Secretary
ARTICLES IN ADDITION TO, AND AMENDMENT OF, THE CONSTITUTION OF THE
UNITED STATES OF AMERICA, PROPOSED BY CONGRESS, AND RATIFIED BY
THE SEVERAL STATES, PURSUANT TO THE FIFTH ARTICLE OF THE ORIGINAL
CONSTITUTION.

(The first ten Amendments were ratified effective December 15, 1791 and collectively are
commonly known as the “Bill of Rights.”)
AMENDMENT 1 - Freedom of Religion, Press, Expression

Congress shall make no law respecting an establishment of religion, or prohibiting the
free exercise thereof; or abridging the freedom of speech, or of the press; or the right of
the people peaceably to assemble, and to petition the Government for a redress of
grievances.
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AMENDMENT 2 - Right to Bear Arms

A well regulated Militia, being necessary to the security of a free State, the right of the
people to keep and bear Arms, shall not be infringed.
AMENDMENT 3 - Quartering of Soldiers

No Soldier shall, in time of peace be quartered in any house, without the consent of the
Owner, nor in time of war, but in a manner to be prescribed by law.
AMENDMENT 4 - Search and Seizure

The right of the people to be secure in their persons, houses, papers, and effects, against
unreasonable searches and seizures, shall not be violated, and no Warrants shall issue, but
upon probable cause, supported by Oath or affirmation, and particularly describing the
place to be searched, and the persons or things to be seized.
AMENDMENT 5 - Trial and Punishment, Compensation for Takings

No person shall be held to answer for a capital, or otherwise infamous crime, unless on a
presentment or indictment of a Grand Jury, except in cases arising in the land or naval
forces, or in the Militia, when in actual service in time of War or public danger; nor shall
any person be subject for the same offense to be twice put in jeopardy of life or limb; nor
shall be compelled in any criminal case to be a witness against himself, nor be deprived
of life, liberty, or property, without due process of law; nor shall private property be
taken for public use, without just compensation.
AMENDMENT 6 - Right to Speedy Trial, Confrontation of Witnesses

In all criminal prosecutions, the accused shall enjoy the right to a speedy and public trial,
by an impartial jury of the State and district wherein the crime shall have been
committed, which district shall have been previously ascertained by law, and to be
informed of the nature and cause of the accusation; to be confronted with the witnesses
against him; to have compulsory process for obtaining witnesses in his favor, and to have
the Assistance of Counsel for his defence.
AMENDMENT 7 - Trial by Jury in Civil Cases

In Suits at common law, where the value in controversy shall exceed twenty dollars, the
right of trial by jury shall be preserved, and no fact tried by a jury, shall be otherwise reexamined in any Court of the United States, than according to the rules of the common
law.
AMENDMENT 8 - Cruel and Unusual Punishment

Excessive bail shall not be required, nor excessive fines imposed, nor cruel and unusual
punishments inflicted.
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AMENDMENT 9 - Construction of Constitution

The enumeration in the Constitution, of certain rights, shall not be construed to deny or
disparage others retained by the people.
AMENDMENT 10 - Powers of the States and People

The powers not delegated to the United States by the Constitution, nor prohibited by it to
the States, are reserved to the States respectively, or to the people.
AMENDMENT 11 - Judicial Limits
(Ratified 2/7/1795)

The Judicial power of the United States shall not be construed to extend to any suit in law
or equity, commenced or prosecuted against one of the United States by Citizens of
another State, or by Citizens or Subjects of any Foreign State.
AMENDMENT 12 - Choosing the President, Vice-President
(Ratified 6/15/1804)

The Electors shall meet in their respective states, and vote by ballot for President and
Vice-President, one of whom, at least, shall not be an inhabitant of the same state with
themselves; they shall name in their ballots the person voted for as President, and in
distinct ballots the person voted for as Vice-President, and they shall make distinct lists
of all persons voted for as President, and of all persons voted for as Vice-President and of
the number of votes for each, which lists they shall sign and certify, and transmit sealed
to the seat of the government of the United States, directed to the President of the Senate;
The President of the Senate shall, in the presence of the Senate and House of
Representatives, open all the certificates and the votes shall then be counted;
The person having the greatest Number of votes for President, shall be the President, if
such number be a majority of the whole number of Electors appointed; and if no person
have such majority, then from the persons having the highest numbers not exceeding
three on the list of those voted for as President, the House of Representatives shall choose
immediately, by ballot, the President. But in choosing the President, the votes shall be
taken by states, the representation from each state having one vote; a quorum for this
purpose shall consist of a member or members from two-thirds of the states, and a
majority of all the states shall be necessary to a choice. And if the House of
Representatives shall not choose a President whenever the right of choice shall devolve
upon them, before the fourth day of March next following, then the Vice-President shall
act as President, as in the case of the death or other constitutional disability of the
President.
The person having the greatest number of votes as Vice-President, shall be the VicePresident, if such number be a majority of the whole number of Electors appointed, and if
no person have a majority, then from the two highest numbers on the list, the Senate shall
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choose the Vice-President; a quorum for the purpose shall consist of two-thirds of the
whole number of Senators, and a majority of the whole number shall be necessary to a
choice. But no person constitutionally ineligible to the office of President shall be eligible
to that of Vice-President of the United States.
AMENDMENT 13 - Slavery Abolished

(Ratified 12/6/1865)

Section 1

Neither slavery nor involuntary servitude, except as a punishment for crime whereof the
party shall have been duly convicted, shall exist within the United States, or any place
subject to their jurisdiction.
Section 2

Congress shall have power to enforce this article by appropriate legislation.
AMENDMENT 14 - Citizenship Rights
(Ratified 7/9/1868)
Section 1

All persons born or naturalized in the United States, and subject to the jurisdiction
thereof, are citizens of the United States and of the State wherein they reside. No State
shall make or enforce any law which shall abridge the privileges or immunities of citizens
of the United States; nor shall any State deprive any person of life, liberty, or property,
without due process of law; nor deny to any person within its jurisdiction the equal
protection of the laws.
Section 2

Representatives shall be apportioned among the several States according to their
respective numbers, counting the whole number of persons in each State, excluding
Indians not taxed. But when the right to vote at any election for the choice of electors for
President and Vice-President of the United States, Representatives in Congress, the
Executive and Judicial officers of a State, or the members of the Legislature thereof, is
denied to any of the male inhabitants of such State, being twenty-one years of age, and
citizens of the United States, or in any way abridged, except for participation in rebellion,
or other crime, the basis of representation therein shall be reduced in the proportion
which the number of such male citizens shall bear to the whole number of male citizens
twenty-one years of age in such State.
Section 3

No person shall be a Senator or Representative in Congress, or elector of President and
Vice-President, or hold any office, civil or military, under the United States, or under any
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State, who, having previously taken an oath, as a member of Congress, or as an officer of
the United States, or as a member of any State legislature, or as an executive or judicial
officer of any State, to support the Constitution of the United States, shall have engaged
in insurrection or rebellion against the same, or given aid or comfort to the enemies
thereof. But Congress may by a vote of two-thirds of each House, remove such disability.
Section 4

The validity of the public debt of the United States, authorized by law, including debts
incurred for payment of pensions and bounties for services in suppressing insurrection or
rebellion, shall not be questioned. But neither the United States nor any State shall
assume or pay any debt or obligation incurred in aid of insurrection or rebellion against
the United States, or any claim for the loss or emancipation of any slave; but all such
debts, obligations and claims shall be held illegal and void.
Section 5

The Congress shall have power to enforce, by appropriate legislation, the provisions of
this article.
AMENDMENT 15 - Race No Bar to Vote

(Ratified 2/3/1870)

Section 1

The right of citizens of the United States to vote shall not be denied or abridged by the
United States or by any State on account of race, color, or previous condition of
servitude.
Section 2

The Congress shall have power to enforce this article by appropriate legislation.
AMENDMENT 16 - Status of Income Tax Clarified

(Ratified 2/3/1913)

The Congress shall have power to lay and collect taxes on incomes, from whatever
source derived, without apportionment among the several States, and without regard to
any census or enumeration.
AMENDMENT 17 - Senators Elected by Popular Vote

(Ratified 4/18/1913)

The Senate of the United States shall be composed of two Senators from each State,
elected by the people thereof, for six years; and each Senator shall have one vote. The
electors in each State shall have the qualifications requisite for electors of the most
numerous branch of the State legislatures.
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When vacancies happen in the representation of any State in the Senate, the executive
authority of such State shall issue writs of election to fill such vacancies: Provided, That
the legislature of any State may empower the executive thereof to make temporary
appointments until the people fill the vacancies by election as the legislature may direct.
This amendment shall not be so construed as to affect the election or term of any Senator
chosen before it becomes valid as part of the Constitution.
AMENDMENT 18 - Liquor Abolished

(Ratified 1/16/1919; Repealed by Amendment 21, 12/5/1933)
Section 1

After one year from the ratification of this article the manufacture, sale, or transportation
of intoxicating liquors within, the importation thereof into, or the exportation thereof
from the United States and all territory subject to the jurisdiction thereof for beverage
purposes is hereby prohibited.
Section 2

The Congress and the several States shall have concurrent power to enforce this article by
appropriate legislation.
Section 3

This article shall be inoperative unless it shall have been ratified as an amendment to the
Constitution by the legislatures of the several States, as provided in the Constitution,
within seven years from the date of the submission hereof to the States by the Congress.
AMENDMENT 19 - Women's Suffrage

(Ratified 8/18/1920)

The right of citizens of the United States to vote shall not be denied or abridged by the
United States or by any State on account of sex.
Congress shall have power to enforce this article by appropriate legislation.
AMENDMENT 20 - Presidential, Congressional Terms

(Ratified 1/23/1933)

Section 1

The terms of the President and Vice President shall end at noon on the 20th day of
January, and the terms of Senators and Representatives at noon on the 3d day of January,
of the years in which such terms would have ended if this article had not been ratified;
and the terms of their successors shall then begin.
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Section 2

The Congress shall assemble at least once in every year, and such meeting shall begin at
noon on the 3d day of January, unless they shall by law appoint a different day.
Section 3

If, at the time fixed for the beginning of the term of the President, the President elect shall
have died, the Vice President elect shall become President. If a President shall not have
been chosen before the time fixed for the beginning of his term, or if the President elect
shall have failed to qualify, then the Vice President elect shall act as President until a
President shall have qualified; and the Congress may by law provide for the case wherein
neither a President elect nor a Vice President elect shall have qualified, declaring who
shall then act as President, or the manner in which one who is to act shall be selected, and
such person shall act accordingly until a President or Vice President shall have qualified.
Section 4

The Congress may by law provide for the case of the death of any of the persons from
whom the House of Representatives may choose a President whenever the right of choice
shall have devolved upon them, and for the case of the death of any of the persons from
whom the Senate may choose a Vice President whenever the right of choice shall have
devolved upon them.
Section 5

Sections 1 and 2 shall take effect on the 15th day of October following the ratification of
this article.
Section 6

This article shall be inoperative unless it shall have been ratified as an amendment to the
Constitution by the legislatures of three-fourths of the several States within seven years
from the date of its submission.
AMENDMENT 21 - Amendment 18 Repealed

(Ratified 12/5/1933)

Section 1

The eighteenth article of amendment to the Constitution of the United States is hereby
repealed.
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Section 2

The transportation or importation into any State, Territory, or possession of the United
States for delivery or use therein of intoxicating liquors, in violation of the laws thereof,
is hereby prohibited.
Section 3

The article shall be inoperative unless it shall have been ratified as an amendment to the
Constitution by conventions in the several States, as provided in the Constitution, within
seven years from the date of the submission hereof to the States by the Congress.
AMENDMENT 22 - Presidential Term Limits

(Ratified 2/27/1951)

Section 1

No person shall be elected to the office of the President more than twice, and no person
who has held the office of President, or acted as President, for more than two years of a
term to which some other person was elected President shall be elected to the office of
the President more than once. But this Article shall not apply to any person holding the
office of President, when this Article was proposed by the Congress, and shall not
prevent any person who may be holding the office of President, or acting as President,
during the term within which this Article becomes operative from holding the office of
President or acting as President during the remainder of such term.
Section 2

This article shall be inoperative unless it shall have been ratified as an amendment to the
Constitution by the legislatures of three-fourths of the several States within seven years
from the date of its submission to the States by the Congress.
AMENDMENT 23 - Presidential Vote for District of Columbia
(Ratified 3/29/1961)
Section 1

The District constituting the seat of Government of the United States shall appoint in
such manner as the Congress may direct: A number of electors of President and Vice
President equal to the whole number of Senators and Representatives in Congress to
which the District would be entitled if it were a State, but in no event more than the least
populous State; they shall be in addition to those appointed by the States, but they shall
be considered, for the purposes of the election of President and Vice President, to be
electors appointed by a State; and they shall meet in the District and perform such duties
as provided by the twelfth article of amendment.
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Section 2

The Congress shall have power to enforce this article by appropriate legislation.
AMENDMENT 24 – Poll Tax Barred

(Ratified 1/23/1964)

Section 1

The right of citizens of the United States to vote in any primary or other election for
President or Vice President, for electors for President or Vice President, or for Senator or
Representative in Congress, shall not be denied or abridged by the United States or any
State by reason of failure to pay any poll tax or other tax.
Section 2

The Congress shall have power to enforce this article by appropriate legislation.
AMENDMENT 25 - Presidential Disability and Succession

(Ratified 2/10/1967)

Section 1

In case of the removal of the President from office or of his death or resignation, the Vice
President shall become President.
Section 2

Whenever there is a vacancy in the office of the Vice President, the President shall
nominate a Vice President who shall take office upon confirmation by a majority vote of
both Houses of Congress.
Section 3

Whenever the President transmits to the President pro tempore of the Senate and the
Speaker of the House of Representatives his written declaration that he is unable to
discharge the powers and duties of his office, and until he transmits to them a written
declaration to the contrary, such powers and duties shall be discharged by the Vice
President as Acting President.
Section 4

Whenever the Vice President and a majority of either the principal officers of the
executive departments or of such other body as Congress may by law provide, transmit to
the President pro tempore of the Senate and the Speaker of the House of Representatives
their written declaration that the President is unable to discharge the powers and duties of

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Constitution of the United States of America

3-7.22

his office, the Vice President shall immediately assume the powers and duties of the
office as Acting President.
Thereafter, when the President transmits to the President pro tempore of the Senate and
the Speaker of the House of Representatives his written declaration that no inability
exists, he shall resume the powers and duties of his office unless the Vice President and a
majority of either the principal officers of the executive department or of such other body
as Congress may by law provide, transmit within four days to the President pro tempore
of the Senate and the Speaker of the House of Representatives their written declaration
that the President is unable to discharge the powers and duties of his office. Thereupon
Congress shall decide the issue, assembling within forty eight hours for that purpose if
not in session. If the Congress, within twenty one days after receipt of the latter written
declaration, or, if Congress is not in session, within twenty one days after Congress is
required to assemble, determines by two thirds vote of both Houses that the President is
unable to discharge the powers and duties of his office, the Vice President shall continue
to discharge the same as Acting President; otherwise, the President shall resume the
powers and duties of his office.
AMENDMENT 26 - Voting Age Set to 18 Years

(Ratified 7/1/1971)

Section 1

The right of citizens of the United States, who are eighteen years of age or older, to vote
shall not be denied or abridged by the United States or by any State on account of age.
Section 2

The Congress shall have power to enforce this article by appropriate legislation.
AMENDMENT 27 - Limiting Changes to Congressional Pay

(Ratified 5/7/1992)

No law, varying the compensation for the services of the Senators and Representatives,
shall take effect, until an election of Representatives shall have intervened.
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A.

PURPOSE. To establish ethical guidelines that provides all personnel with a context for
moral, principled, fair, and just behavior in the delivery of public safety services.

B.

POLICY STATEMENT
In the delivery of public safety services, the authority to take a human life and to take
away a person’s freedom while maintaining his or her constitutional rights is delegated to
all sworn public safety officers. To this end, in order to mitigate the effects of forces
inside and outside the Department that might diminish the character of the organization
and its members in the ethical delivery of police, fire and medical first response services,
the following “Canons of Public Safety Ethics” shall serve as the foundational principles
for establishing clear ethical guidelines for all members of the East Grand Rapids
Department of Public Safety.

C.

TRAINING. All members of the East Grand Rapids Department of Public Safety shall:
1.

Have access to this policy through PowerDMS. Personnel will sign off in the
system that they have read it.

2.

Receive ethics training at least once every three years which shall be documented
and recorded by the captain.
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CANONS OF PUBLIC SAFETY ETHICS
ARTICLE 1
Oath of Honor

On my honor, I will never betray my badge, my integrity, my character, or the public
trust. I will always have the courage to hold myself and others accountable for our
actions. I will always uphold the constitution, my community, and the agency I serve.
ARTICLE 2
Primary Responsibilities of a Public Safety Officer

My fundamental duty is to serve the community; to safeguard lives and property through
the provision of professional police, fire, and medical first response services; to protect
the innocent against deception, the weak against oppression or intimidation and the
peaceful against violence or disorder; and to respect the constitutional rights of all to
liberty, equality, and justice.
ARTICLE 3
Limitations of Authority

As a law enforcement officer and upholder of the law, my first duty is to know the
bounds upon me in enforcing it. As a representative of the legal will of the community, I
am keenly aware of the limitations and proscriptions which the people, through law, have
placed upon me. I recognize the genius of the American system of government gives to
no man, groups of men, or institution, absolute power, and I must ensure, as prime
defender of that system, that I do not pervert its character.
ARTICLE 4
Performance of the Duties of a Public Safety Officer

As an official government representative who is required and trusted to work within the
law, I shall perform all duties impartially, without favor or affection or ill will and
without regard to status, race, religion, political belief, or aspiration. I shall never act
officiously or permit personal feelings, prejudices, animosities, or friendships to
influence my decisions. With no compromise for crime and with relentless prosecution of

criminals, I shall enforce the law courteously, appropriately, without fear, malice, preference,
unnecessary force, or violence. I promise to treat all citizens and community members

equally with politeness, consideration, and dignity.

ARTICLE 5
Discretion
The discretion vested in my position shall be used fairly and exercised within the law. The
principle of reasonableness shall guide my decisions and I shall consider all surrounding
circumstances in determining whether any legal action should be taken. Consistent and wise

use of discretion, based on professional competence, will do much to preserve good
relationships and retain the confidence of the public. There can be difficulty in choosing
between conflicting courses of action. I understand that a timely word of advice rather
than arrest-which may be correct in appropriate circumstances, can be a more effective
means of achieving a desired end.
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ARTICLE 6
Response to Resistance & Use of Force

I shall never employ unnecessary force or violence and shall only respond to resistance
using force in the discharge of duty that is objectively reasonable in all circumstances. I
understand the use of force should be used with the greatest restraint. If circumstances
allow, discussion, negotiation and persuasion will be utilized to resolve issues. While the
use of force is occasionally unavoidable, I shall refrain from unnecessary infliction of
pain or suffering and shall never engage in cruel, degrading, or inhuman treatment of any
person.
ARTICLE 7
Integrity

Section 1 – Honesty. I recognize the badge of my office as a symbol of public faith, and I
accept it as a public trust to be held so long as I am true to the ethics of the public safety
service. Honest in thought and deed both in my personal and official life, I shall be
above reproach and exemplary in obeying the law and the regulations of my department.
Section 2 – Corruption & Bribery. As a government representative, I bear the heavy
responsibility of maintaining my own conduct and the honor and integrity of all
government institutions. As respect from the public can only be earned and cultivated;
not bought, I shall never receive private or special advantage from my official status as a
public safety officer. Therefore, I pledge to never engage in acts of corruption or bribery,
nor will I condone such acts by other public safety officers. I shall refuse to accept gifts,
presents, subscriptions, favors, gratuities or promises that could be interpreted in the
public mind that special consideration is being given. I shall avoid any conduct that
might compromise me to refrain from performing my official responsibilities honestly
and within the law and thus undercut the public confidence in the East Grand Rapids
Department of Public Safety.
Section 3 – Utilization of Proper Means to Gain Proper Ends. I shall be mindful of my
responsibility to pay strict heed to the selection of means in discharging the duties of my
office. Violations of law or disregard for public safety and property on my part are
intrinsically wrong; they are self-defeating in that they instill in the public mind a like
disposition. The employment of illegal means, no matter how worthy the end, is certain
to encourage disrespect for the law and its officers. If the law is to be honored, it must
first be honored by those who enforce it.
Section 4 – Presentation of Evidence. I shall be equally concerned in the prosecution of
the wrong-doer and the defense of the innocent. I shall ascertain what constitutes
evidence and shall present such evidence impartially and without malice. In so doing, I
will ignore social, political, and all other distinctions among persons involved,
strengthening the tradition of the reliability and integrity of an officer’s word. I shall take
special pains to increase my perception and skill of observation, mindful that in many
situations I am the sole impartial testimony to the facts of a case.
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ARTICLE 8
Confidentiality

Whatever I see or hear of a confidential nature or that is confided to me in my official
capacity will be kept ever secret unless revelation is necessary in the performance of my
duty. Members of the public have a right to security and privacy, and information about
them must not be improperly divulged.
ARTCLE 9
Personal Conduct

Section 1 – Private Conduct. I will keep my private life unsullied as an example to all and
will behave in a manner that does not bring discredit to me or to my agency. While offduty, I shall lead a decent and honorable life setting an example of stability, fidelity, and
morality. My character, conduct and personal behavior shall be exemplary and beyond
reproach, thus maintaining a position of respect in the community in which I live and
serve.
Section 2 – Conduct toward the Public. I will maintain courageous calm in the face of
danger, scorn, or ridicule; develop self-restraint; and be constantly mindful of the welfare
of others. Mindful of my responsibility to the whole community, I shall deal with
individuals of the whole community in a manner calculated to instill respect for its laws
and the public safety service. I shall conduct my official life in such a manner as will
inspire confidence and trust. Thus, I shall be neither overbearing nor subservient, as no
individual citizen has the obligation to stand in awe of me nor right to command me. I
shall give service where I can and require compliance with the law. I shall do so not
from personal preference or prejudice but rather as a duly appointed officer of the law
discharging my sworn obligation.
Section 3 – Conduct in Arresting & Dealing with Law Violators. I shall use my arrest
powers strictly in accordance with the law and with due rights of the citizen concerned.
My office gives me no right to prosecute the violator nor to issue punishment for the
offense. I shall, always, have a clear appreciation of my responsibilities and limitations
regarding detention of the violator; I shall conduct myself in such a manner as will
minimize the possibility of having to use force. To this end I shall cultivate a dedication
to the service of the people and the equitable upholding of their laws whether in the
handling of law violators or in dealing with the law abiding.
Section 4 – Cooperation with other Public Safety Professionals & Agencies. I will
cooperate with all legally authorized agencies and their representatives in the discharge of
duties and the pursuit of justice.
I shall cooperate fully with other public safety officials in the discharge of authorized
duties, regardless of party affiliation or personal prejudice. I shall be meticulous,
however, in assuring myself of the propriety, under the law, of such actions and shall
guard against the use of my office or person, whether knowingly or unknowingly, in any
improper or illegal action. In any situation open to question, I shall seek authority from a
superior officer, giving him a full report of the proposed service or action.
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Article 10
Professional Attitude and Capabilities

I know that I alone am responsible for my own standard of professional performance and
will take every reasonable opportunity to enhance and improve my level of knowledge
and competence.
I shall regard the discharge of duties as a public trust and recognize my responsibility as a
public servant. By diligent study and sincere attention to self-improvement I shall strive
to make the best application of science to the solution of crime and, in the field of human
relationships, strive for effective leadership and public influence in matters affecting
public safety. I shall appreciate the importance and responsibility of my office and hold
public safety work to be an honorable profession rendering valuable service to East
Grand Rapids, the State of Michigan, and the United States of America.
I will constantly strive to achieve these objectives and ideals, dedicating myself to my
chosen profession…law enforcement, fire-fighting, and medical first response.
E.

COMPLIANCE. Officers shall comply with the conditions set forth in this policy.
Violations of this policy, or portions thereof, shall result in disciplinary action, up to and
including discharge.

F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Officers assigned to or assisting other
law enforcement agencies shall be guided by this policy.

G.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
4.16.12
5.30.17, 11.26.18, 7.4.19, 5.22.20, 3.24.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To set forth procedures for accepting, processing, investigating,
documenting, and closing complaints initiated by citizens concerning allegations of
employee misconduct.

B.

POLICY. The Department shall:

C.

•

Establish procedures for investigating complaints concerning allegations of
employee misconduct to demonstrate and protect the integrity of the East Grand
Rapids Department of Public Safety.

•

Accept and investigate fairly and impartially all citizen complaints - including
anonymous complaints - of employee misconduct to determine the validity of
allegations, and to impose any disciplinary actions, make organizational changes,
or institute training programs that may be justified, in a timely and consistent
manner.

PROCEDURE
1.

Acceptance of citizen complaints
a.

The Department will accept all complaints made in person, over the
telephone, via e-mail/electronic means, or in writing.
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b.

Citizen complaints received in person or by telephone by any Department
member shall be immediately referred to a supervisor. During normal
business hours citizen complaints shall be referred to the captain, detective
sergeant or the Director. During all other times the complaint shall be
referred to the staff sergeant/sergeant.

c.

If the complainant does not want to meet with a supervisor and wishes to
remain anonymous, any employee or officer shall provide the complainant
with a copy of the “Personnel Complaint Report.” Copies are available at
the information window in the Public Safety Department lobby.

d.

If the complainant wants to complete the “Personnel Complaint Report”
somewhere other than the Department, the supervisor shall make an effort
to interview the complainant to get the facts about the complaint, and to
document those facts in writing.

e.

The supervisory officer receiving the complaint shall obtain all
information required for the “Personnel Complaint Report,” as well as an
account from the complainant and any witnesses that are available at that
time. The supervisor shall secure any evidence related to the complaint
that may be relevant and available. The complainant should, but not
necessarily, sign the complaint report.

f.

Department members shall never attempt to dissuade any citizen from
lodging a complaint.

g.

The supervisor shall send his/her completed report to the captain. Reports
shall be completed and submitted prior to the end of the supervisor’s shift,
unless permission to submit the report at a later time is given by the
Captain, or Director.

h.

Citizen complaints received in writing shall be submitted to the captain or
in his absence, the director.

Accounting for citizen complaints. The captain shall:
a.

Assign a control number to all complaints, and shall notify the director of
receipt of all complaints.

b.

Investigate, or may assign a designee to investigate citizen complaints.

c.

Ensure that all citizen complaints are completely investigated and referred
to the director for closure as soon as possible, preferably within 30 days of
receipt. If the investigation cannot be concluded within 30 days, the
captain shall notify the director, and shall notify the complainant.
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d.

Ensure that all citizen complaints are investigated, are referred to the
director for closure, are closed, and that a notice of disposition and the
appeal process are sent to complainants.

e.

Ensure that a file of citizen complaints is maintained in a secure manner,
consistent with city records retention guidelines.

f.

Look for trends in citizen complaints including officers involved, or types
of complaints received, and make recommendations to the director
concerning any trends that are found.

Investigation of citizen complaints. The assigned investigator shall:
a.

Be responsible for ensuring that a complete investigation is conducted,
including interviewing all pertinent and available witnesses and gathering
all available supporting materials.

b.

Have direct access to the director at any time to discuss and advise him on
the status of the investigation.

Interviews of officers pertinent to a citizen complaint. Sworn members shall be:
a.

Interviewed, normally, while on-duty, unless circumstances are such that
an immediate interview is necessary, or the officer is on the midnight shift.
If the officer is directed to participate in an interview while off duty,
he/she shall be paid the appropriate amount of overtime pay.

b.

Advised the interview is for an internal administrative investigation only,
and that the officer is required to answer all questions.

c.

Advised that if they refuse to answer any questions, or answer any
questions untruthfully, they will be subject to discipline or discharge.

d.

Entitled to have a union representative present at any meeting with an
employer representative where there is a reasonable expectancy that such a
meeting will result in disciplinary action against the officer.

Disposition of citizen complaints
a.

The completed investigation report shall be forwarded to the director for
disposition.

b.

The director may direct further investigation, interviews, or meetings, as
deemed appropriate prior to rendering a decision.
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c.

The director shall determine the appropriate disposition of the complaint,
whether discipline or other action is necessary, and if necessary what
discipline or other actions shall be implemented.

d.

Disposition may constitute one of the following with respect to each
instance of alleged improper conduct in the citizen complaint:
1)

Sustained: The investigation disclosed sufficient evidence to
prove the alleged conduct and the conduct was improper.

2)

Not Sustained: The investigation failed to disclose sufficient
evidence to prove the alleged conduct.

3)

Exonerated: The investigation disclosed sufficient evidence to
prove the alleged conduct; however, the conduct was justified,
lawful, and proper.

4)

Unfounded: The investigation conclusively proved the act or
acts complained of did not occur.

Notification to Complainant
a.

After the director has determined the proper closure of the citizen
complaint, the complainant shall be sent a letter, by the captain, including
the final disposition of the complaint, and a brief summary of the reasons
for the finding.

b.

The letter shall state that the complainant may appeal the finding to the
city manager, and shall list the name and business address of the City
Manager.

Confidentiality of internal investigations
a.

It is the position of the City of East Grand Rapids that internal
investigations are not subject to disclosure, including disclosure under the
Freedom of Information Act, and that any request for internal
investigation reports will be denied.

b.

Appeals of denials shall be referred to the city attorney.

c.

All internal affairs records shall be maintained within the Departments
secure filing cabinets. Access to internal affairs files shall only be made
upon approval of the director or designee.

Written annual analysis of employee misconduct/complaints & dispositions
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Annually, the director shall review and provide a written report to City
Commission.

Discipline Policy
a.

Levels of discipline can be located in the Manual of Policy & Procedure
Section 3-22: Disciplinary Process.

D.

COMPLIANCE. Officers shall comply with the conditions set forth in this policy.
Violations of this policy, or portions thereof, shall result in disciplinary action, up to and
including discharge.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Officers assigned to or assisting other
law enforcement agencies shall be guided by this policy unless otherwise directed by the
Director of Public Safety.

F.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

General Order #64 issued 10.2.07
4.16.12
2.18.18, 11.26.18, 7.4.19

By order of:

__________________________________
Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish policy and procedure for the operation and maintenance of
computer and electronic communications systems (i.e., MDC, FAX, e-mail, copy
machines, etc.) used by East Grand Rapids Department of Public Safety personnel.

B.

POLICY. Employees shall use computer and electronic technology to assist employees in
the efficient and effective functioning of their jobs. All employees shall:

C.

•

Be proficient in the operation of computer and electronic hardware and software
assigned to their use.

•

Adhere to the City of East Grand Rapids Computer Acceptable Use Policy; and

•

Comply with copyright and licensing laws regarding computer software and
electronic operation.

PROCEDURE
1.

Communications systems. Computer and electronic communications systems
maintained by the East Grand Rapids Department of Public Safety or access
provided for the appropriate and proper use by employees are:
a.

Mobile Data Computer (MDC) system to interface with the computeraided dispatch system, inquiries to databases, and unit/group messaging.
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b.

Law Enforcement Information Network (LEIN) accessed through MDCs
and designated terminals.

c.

Kent County Sheriff Department information system, accessed by
individual terminals and personal computers for data entry, inquiry, and
messaging.

d.

City of East Grand Rapids network, accessed by personal computers for
inquiry, e-mail, calendar, etc.

e.

Personal computers, capable of functioning in a stand-alone mode with
standard or custom software packages and/or as part of East Grand Rapids
Department of Public Safety network system.

f.

Bulletin boards, internet, and specialized networks accessed by specific
personal computers and staff specifically authorized by the director of
public safety.

g.

Facsimile transmission systems (FAX) to transmit graphic images as a
stand-alone device or function of a personal computer.

h.

E-mail system, accessed by personal computer, all email communication
is sent via the internet with Office 365 for messaging within the
Department of Public Safety, with other City of East Grand Rapids
departments, and users have the ability to send to external contacts.

i.

TALON incident management system accessed by individual terminals
and personal computers for data entry, inquiry, and messaging.

j.

IyeTek accident and citation system accessed by individual terminals and
personal computers for data entry, inquiry, and reporting.

k.

The Axon System accessed by individual terminals for video and audio
recordings of incidents.

l.

BS&A accessed by individuals for budget, billing, and financial record
keeping.

System security & privacy. The previously described systems are the property of
the City of East Grand Rapids and East Grand Rapids Department of Public
Safety. They are established for the proper storage, processing, and transmittal of
information necessary to perform the tasks required of the Department. Use of
these devices shall be limited to authorized users primarily for job-related tasks
and these devices will require a username and password to enter. Each system
has its unique security access.
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a.

Individual users DO NOT have an expectation of privacy for any of the
information maintained on or transmitted via Department systems or
devices. The Public Safety Department may access any file, device, or
system as it may deem appropriate to review, inspect, or otherwise control
the use and contents.

b.

Employees must be aware that any files, records, or messages maintained
or transmitted on these devices may be subject to internal or external
review and discovery through the Freedom of Information Act or
subpoena.

c.

Employees are responsible to maintain the security and integrity of
Department systems and devices. Access to devices or information will
not be permitted except to authorized users and for official purposes
during the course of their duties.

d.

The City of East Grand Rapids network administrator shall be responsible
for back-up and storage of necessary computer system files.

Individual user responsibilities. Users of East Grand Rapids Department of Public
Safety’s computer systems (employees and specifically authorized volunteers)
responsibilities include:
a.

Exercising proper care to avoid damage to or loss of computer hardware or
software.

b.

Complying with specific rules of operation.

c.

Only utilizing approved properly licensed software and avoiding
downloading files or programs from other systems without proper
authorization from the network administrator and screening for computer
viruses.

d.

Obtaining prior approval from the captain and the network administrator
before introducing any outside or personal hardware or software to East
Grand Rapids Department of Public Safety computer systems.

e.

Promptly notifying the captain of damage or repair needs for computer
hardware/software.

f.

Avoiding the downloading, transmitting, or displaying of images or
material that is illegal or inappropriate for a professional business office
setting.
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Reviewing their individual Department of Public Safety network e-mail
account for new messages during each tour of duty, preferably at the
beginning and end of their tour. Employees assigned to workstations other
than East Grand Rapids Department of Public Safety headquarters must
check their e-mail account upon each visit to the building, not less than
once per week, or request off-site access.

Audits
a.

Each year in January, the LASSO shall conduct an internal of the central
records system.

b.

Every three years, the Michigan State Police shall complete a LEIN audit.

c.

The systems administrator shall complete a password audit.

5.

Shared systems – shall be properly encrypted using FIPS 140-2 certified
encryption.

6.

Breach protocols
a.

b.

If a breach/security event is suspected, the Department shall:
1)

Immediately report it to MSP Information Security Officer.
(517-284-3069) or (517-241-0607)

2)

Let them know the weaknesses associated with the information
system.

3)

Immediately report it to the network administrator.

If there is policy violation or suspected improper password use, personnel
shall:
1)

Change the password.

2)

Report the violation to the security point of contact.

3)

Have virus reporting procedures and collection of security incident
information.

4)

Upon identifying the problem, disconnect the network cable.

5)

Immediately notify the IT desk (ext. 801), their supervisor, the
detective sergeant, captain, and director of public safety:
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The IT desk (ext. 801) shall notify the local information
technology security administrator.

6)

Notify any involved/effected contractor of the situation if required.

7)

Compile information for completing the “CJI Security Incident
Response Form.” Document the following:
a.

Suspected cause for incident.

b.

Was antivirus software running at the time of infection?

c.

How and when the problem was first identified?

d.

Has local IT staff been notified/are they involved?

e.

Number of worksheets infected?

f.

Any other equipment infected?

g.

Will infected workstations be re-imaged before reconnection?

h.

When was the last update of signature files?

i.

When was the last operating systems update?

j.

Was any City of East Grand Rapids data or personnel
identification information compromised?

The affected system will remain disconnected from the network until the
information technology department can guarantee the systems are free
from virus infection.

D.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY
Rescinds: N/A Adopted: 4.16.12 Revised: 10.2.17, 11.26.18, 7.4.19, 4.17.20, 3.18.21
By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish procedures for investigating crashes involving city owned
vehicles or private vehicles driven by city employees.

B.

PROCEDURE
1.

Crashes involving city owned vehicles, other than public safety vehicles. Sworn
personnel shall:
a.

Investigate any crash involving a city owned vehicle that occurs within the
city, except accidents that involve public safety officers. Accidents
involving public safety officers will be conducted by an outside law
enforcement agency.

b.

Take enforcement action as circumstances warrant when investigating the
accident.

c.

If the investigating officer is not a supervisor, call a supervisor to the
scene. The supervisor shall ensure that the investigation is complete and
proper action is taken.
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Crashes involving public safety vehicles
a.

Crashes involving public safety vehicles occurring within the city shall be
investigated by an outside police agency, except as noted in 2.a.(4).
1)

2)

The involved officer shall:
a)

Not leave the scene or have any vehicle moved;

b)

Contact Kent County Dispatch and advise that he/she has
been involved in a crash;

c)

Request a police officer from G.R.P.D., K.C.S.D,
Wyoming P.D., Kentwood P.D., or a Michigan State Police
trooper be sent to conduct the investigation; and

d)

Notify an on-duty supervisor.

The on-scene supervisor shall:
a)

Assist the outside agency;

b)

Ensure a copy of the crash report is forwarded to our
Department;

c)

Handle the disposition of the department vehicle and any
property; and

d)

Complete a memorandum to the director detailing the
circumstances of the accident and recommend any
disciplinary action needed.

3)

If the involved officer is a supervisor, a higher-ranking officer
shall be notified. That officer shall assume the responsibilities
outlined in (2) above.

4)

In the following circumstances, an outside agency need not be
called. A supervisor shall investigate crashes:
a)

On private property not involving injury or death.

b)

Resulting in damage less than $1,000.00 with no injury or
death.
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Crashes involving public safety vehicles that occur outside the City shall
be investigated by the police agency having jurisdiction.
1)

2)
3.

4.
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The involved officer shall:
a)

Not leave the scene or have any vehicle moved until

b)

Ensure a copy of the crash report is forwarded to our
Department.

c)

Notify an on-duty supervisor of the crash as soon as
practical. If the crash involves injury, death, or if the City
vehicle is disabled, the involved officer shall immediately
notify an on-duty supervisor.

authorized to do so by the investigating officer unless
extenuating circumstances exist.

The supervisor shall determine, based on facts, if he or she will
respond to the scene.

Crashes involving city employees in non-city vehicles (including privately owned
vehicles) which occur in the City of East Grand Rapids
a.

The investigating officer shall take enforcement action as circumstances
warrant for a City employee (other than public safety employees) who is
involved in an accident.

b.

An on-duty supervisor shall:
1)

Be called to the scene for an accident involving a public safety
employee.

2)

Conduct the investigation and take enforcement action as
circumstances warrant.

Accident forms needed. Supervisors shall:
a.

Ensure a UD-10 is completed, if appropriate.

b.

Complete a memorandum to the director of public safety outlining the
details of the accident.

c.

Ensure all crash report materials involving employees of the East Grand
Rapids Department of Public Safety while driving a city owned/leased
vehicle is properly routed to the captain for his/her review. The report
packet shall include photographs taken at the scene of the crash, a TIMS
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report, a copy of the UD-10 (if taken), and/or a copy of the memorandum
to the director.
5.

Administrative review
a.

b.

C.

The captain or designee shall:
1)

Complete an administrative review of the accident;

2)

Determine if corrective action is warranted and forward
recommendations for appropriate corrective action to the director
of public safety;

3)

Determine the need for further investigation regarding the crash;

4)

If necessary, perform an investigation;

5)

Following the investigation, collaborate with the director and
determine:
a)

Corrective actions (e.g., notice of infraction, discipline,
training, etc.); and

b)

Possible policy changes, training, equipment enhancements
and discipline as a result of the incident. The director will
implement any change that is discovered based on the
review.

The director of public safety or designee shall:
1)

Implement any policy change necessary based on the review; and

2)

Meet with the finance director to review the accident and forward
the incident/accident reports to the finance director.

3)

Forward any report of employee injury to human resources.

NOTIFICATIONS. The city manager, director of public safety and captain shall be
notified by the shift supervisor (Note: If the shift supervisor is involved and not able to
make notifications, the senior officer on the shift shall make the notifications) whenever
any:
1.

City owned vehicle is involved in a crash that results in death or injury requiring
medical attention.
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Public safety employee is involved in a crash, while on- or off- duty, that results
in death or injury requiring medical attention to the employee or a member of his
or her family, or a private citizen.

D.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

General Order #48 – Investigation of Crashes Involving City Owned
Vehicles or Private Vehicles Driven by City Employees revised 10.1.07
4.16.12
10.2.17, 12.3.18, 7.4.19, 2.27.20, 3.16.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To outline the Department’s policy for administrating discipline.

B.

POLICY. The Department shall follow fair and unbiased disciplinary procedures when
such action is necessary. Disciplinary action shall be consistent with City rules,
Department policies and procedures, contractual agreements, and the law.

C.

DEFINITION
Discipline. The consequences for improper behavior and/or a means to maintain order.

D.

PRIMARY PURPOSES OF DISCIPLINE
1.

Correct, not punish, employee behavior. It is important that each member of the
Department understand the consequences of not performing his/her duties within
established practices and procedures, standards of behavior or the law.
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2.

Maintain the integrity of the East Grand Rapids Department of Public Safety.

3.

Ensure the attainment of the organization’s mission and goals; and

4.

Protect the welfare of organizational members.

AUTHORITY TO DISCIPLINE
1.

The authority to discipline an employee of the East Grand Rapids Department of
Public Safety lies with the director of public safety or designee.

2.

The captain, detective sergeant, staff sergeants, and sergeants are granted
authority to:

3.

a.

Take corrective action consisting of counseling or remedial training.
Written notification of the action shall be promptly sent to the director for
final approval.

b.

In serious cases or emergency situations, immediately relieve an employee
from duty pending further investigation. This initial suspension shall be
with pay.
1)

The director shall be promptly notified of the suspension.

2)

Upon paid administrative leave an employee is to be ordered to
appear at a specified date, time, and location.

Supervisors shall:
a.

Remain alert for indications of behavioral problems, or changes that may
affect an employee’s job performance.

b.

Document the behavior in a memorandum or “Daily Activity Report” and
report it to the director or designee.

c.

Assess the situation and determine the most appropriate action when an
employee may be having or is causing problems. The supervisor may:
1)

Recommend disciplinary action or additional training to refresh
and reinforce an employee’s skills.

2)

Use counseling to:
a)

Determine the extent of any personal or job problems that
may be affecting performance and to offer assistance and
guidance; or
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d.

Discuss minor and infrequent rule violations and to discuss
the substance and importance of the rules with the
employee.

Document all instances of counseling or additional training used to modify
an employee’s behavior, using a “Daily Activity Report” or a
memorandum to the director.
1)

F.
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Copies of such documents along with disciplinary
recommendations, if any, shall be forwarded to the director.

DETERMINATION OF CHARGES
1.

The disciplinary process is initiated upon the receipt of an investigatory report or
other determination outlining specific behavior or occurrence that allegedly
violates the rules or procedures of the Department or the law.

2.

The director or a designee shall:
a.

Review the report and supporting documentation to determine if the
material constitutes a charge under the rules of the Department.

b.

If appropriate, after review of the report, decide as to the status of the
charges using one of the following classifications:
1)

Sustained. The investigation disclosed sufficient evidence to prove
the alleged conduct and the conduct was improper.

2)

Not Sustained. The investigation failed to disclose sufficient
evidence to prove the alleged conduct.

3)

Exonerated. The investigation disclosed sufficient evidence to
prove the alleged conduct; however, the conduct was justified,
lawful, and proper.

4)

Unfounded. The investigation conclusively proved the act or acts
complained of did not occur.

5)

Policy Failure. The investigation disclosed sufficient evidence to
prove the act or acts occurred, however the policy:
a)

Did not address the situation appropriately.

b)

Contained conflicting information.

c)

Was deficient and failed to achieve the desired outcome.
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Employee notification. Within 10 days of a determination, the employee shall be
notified of the findings by written correspondence.

INITIATION OF DISCIPLINARY PROCESS. If an allegation is sustained and
disciplinary action may be taken, the director or a designee shall cause the employee to
be notified of pending charges and potential disciplinary action. The notification of
charge(s) will contain the following information:
1.

The rule(s) or directive(s) alleged to have been violated.

2.

The duties assigned and place(s) where the alleged acts or omissions occurred.

3.

A statement of alleged acts, omissions, or admissions.

4.

That disciplinary action shall be taken if determination of responsibility is found.

5.

If a hearing is to be held, it should be within five business days of the date of the
notification of charges.

6.

That the employee may be assisted by another person of their choosing at any
hearing.

DUE PROCESS HEARING. If the charges indicate disciplinary consequences could
affect the property interests of an employee, a hearing to discuss the charges must be
held.
1.

At the date, time and location specified in the notification of charges, a closed
hearing shall be held, chaired by the director or a designee.

2.

The management attendees at the hearing shall be designated by the director or a
designee.

3.

The employee is required to attend the hearing and may designate a representative
to be present, if desired.

4.

The hearing shall consist of the following:
a.

An oral notice of the charge(s).

b.

An explanation of the evidence; and

c.

An opportunity for the employee to offer his side of the incident, including
relevant mitigating or extenuating evidence
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Within five days of the hearing conclusion, the director or a designee shall notify
the employee of the final decision concerning the charge(s) and render
disciplinary action if determined appropriate.

RENDERING DISCIPLINARY ACTION
1.

If it is determined the employee is responsible for a rules, policy, procedure or
law violation and that disciplinary action is appropriate, the director or a designee
may impose disciplinary action consisting of, but not limited to, the following:
a.

Counseling. Upon determination by the director that the violation was
minor, was not willful and that a negative sanction is inappropriate as a
method to correct behavior, the director or designee shall meet with the
employee, verbally inform him of the rule’s violation, and discuss
corrective measures to avoid future violations. Corrective action may
include counseling through the Employee Assistance Center. Upon
approval of the director a “Conference Report” may be issued to the
employee directing future behavior. The “Conference Report” shall not be
considered disciplinary action but shall be placed in the employee’s
personnel file and individual Department file.

b.

Training. If an employee of the East Grand Rapids Department of Public
Safety is found to be deficient in job performance requiring progressive
discipline, the Department may consider training or counseling as an
initial step in correcting the deficiency.

c.

Verbal Reprimand. The director or designee shall meet with the
employee, verbally inform the employee of the rule’s violation, and
reprimand him/her. The employee shall be advised that future rules
violations can result in more serious disciplinary action. The verbal
reprimand shall be documented by a brief memorandum and placed in the
employee’s personnel file and individual Department file.

d.

Written Reprimand. In writing, the director shall inform the employee of
the rules violation and admonish the employee about the misconduct. A
copy of the written reprimand shall be placed in the employee’s personnel
file and individual Department file.

e.

Probationary Period. Depending on the employees’ status or specific
circumstance, the Department can extend an employee’s probationary
period or place an employee in a performance improvement program to
closely monitor and evaluate job performance and progress.

f

Restitution or Fees. In some circumstances it may be appropriate
discipline for the employee to make restitution or pay a fee for the offense
committed.
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g

Suspension Without Pay. The director shall inform the employee in
writing of the period of suspension without pay. Upon direction of the
suspension order, the employee shall promptly surrender their badge,
Department identification card and issued firearm to a designated
supervisor. During the suspension, the employee shall not represent
himself/herself as a police officer and is prohibited from making arrests or
taking other police actions. The employee may not enter the Public Safety
Department premises during the suspension except with the specific
permission of the director. Further, the employee is still bound by all
Department rules of conduct, policies, and procedures during the
suspension period. Upon completion of the suspension period, the
employee is returned to full status unless other conditions must be met
first (i.e., psychological testing, drug testing, etc.) The employee’s badge,
identification card and firearms shall be returned upon attaining full status.
The employee and bargaining unit shall each receive a copy of the
suspension order and copies shall be filed in the employee’s personnel file
and individual Department file.

h.

Demotion. As appropriate, the director, may direct, in writing that an
employee be reduced in rank.

I

Termination. In serious or repeated instances of misconduct, the director
upon approval of the city manager may direct that the employee be
separated from employment with the Public Safety Department and the
City of East Grand Rapids. Upon termination of employment, the
employee shall be provided with a written statement citing the reason for
dismissal, the effective date of dismissal, and the content of the
employee’s personnel record relating to the dismissal. The City of East
Grand Rapids Human Resource Administrator shall furnish the employee
a statement of the status of fringe and retirement benefits after termination.
The employee shall promptly return all City property in his/her possession
to a designated supervisor. Criminal action may be sought against an
employee who willfully refuses to return City property.

In addition to discipline, an employee may be directed to complete psychological
testing, medical examination, drug testing, counseling, alcohol treatment,
remedial training, or other conditions. Failure to comply with such requirements
may be cause for additional disciplinary action, up to and including termination of
the employee.

DOCUMENTATION OF DISCIPLINE
1.

Upon completion of the discipline process, the director shall approve a memo
outlining the specific charge(s) levied against the employee and the discipline
imposed will be placed in the employee’s personnel file. A copy of the memo
shall be provided to the affected employee.
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If disciplinary action includes termination, the following information shall be
provided to the employee:
a.

A written statement citing the reason for termination.

b.

The effective date of the termination.

c.

A statement of the status of fringe and retirement benefits after dismissal.

d.

A copy of the “Separation Report” (MCOLES).

APPEALS PROCESS
a.

A bargaining unit employee subject to disciplinary action which they
believe to be without just cause has the right to seek adjustment of the
penalty and/or finding through the grievance procedure outlined in the
appropriate collective bargaining agreement.

b.

Non-bargaining unit employees may seek appeal to the City Commission
in instances of termination only.

c.

When applicable, other remedies may be sought as established by
procedure or law.

d.

Veterans Preference Act. An eligible veteran of military service may
request a “Veteran’s Preference Act” hearing, in accord with MCL 35.402,
before the mayor within 30 days of notice of suspension or termination,
but in so doing, if the employee is a bargaining unit employee, he/she is
waiving any right to the grievance and arbitration procedure.

L.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

M.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies shall be guided by this policy.
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A.

PURPOSE. To emphasize the Department’s commitment to fair and impartial treatment
of all persons when providing public safety services.

B.

DEFINITION
Bias-based (influenced) policing. The differential treatment of individuals in the context
of rendering public safety services based solely on subject classification, traits, beliefs, or
lifestyles.

C.

LAW ENFORCEMENT ACTION OR SERVICES. Personnel:
1.

Shall treat all people in a fair and impartial manner during all law enforcement
encounters, when providing any service, and in accordance with the law (e.g.,
Title VII of the Civil Rights Act 1964, the Michigan Elliott-Larson Civil Rights
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Act, etc.) or taking any enforcement actions such as public contacts, traffic stops,
field interviews or investigations, asset forfeitures, arrests, searches and seizures,
detention of a person, etc. Examples of traits or lifestyles that may cause a bias
reaction include:
•
•
•
•
•
•
•
•
•
•
•
•

Race
National Origin
Ethnic Background
Gender
Gender identity
Sexual orientation
Religion
Marital Status
Economic Status
Individuals with Disability
Age
Cultural group

2.

Must articulate specific facts and inferences drawn from those facts that establish
reasonable suspicion or probable cause to justify a stop or enforcement action.

3.

When practical and absent exigent circumstances, should accommodate a subject
who through observation or articulation of particular facts has a(n):
•
•
•
•

4.

Physical or mental disabilities
Injury
Illness
Infirmity

Should accommodate a person lacking English proficiency or is deaf or deaf/blind
and cannot communicate without an interpreter or other assistance.

D.

USE OF TRAITS FOR REASONABLE SUSPICION OR PROBABLE CAUSE.
Officers may use traits and characteristics such as age, race, ethnicity, or national origin
along with descriptive features such as hair color, height, weight, or gender to assist in
establishing reasonable suspicion or probable cause or for other legitimate law enforcement
purposes.

E.

PERSONAL INVOLVEMENT OR CONFLICT OF INTEREST.
inappropriate perceptions of biased law enforcement, personnel:

To prevent

1.

Shall refrain from any investigations that involve a person with whom they have a
private or intimate relationship, a relative, or when off duty and involved in the
incident.

2.

May still act in an emergency involving self-defense, imminent threat of serious
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or life-threatening injury to a person or when a serious offense is being
committed. Personnel should notify the appropriate law enforcement
agency/dispatch center, as soon as practical, that the member needs assistance for
the emergency.
3.

F.

G.

H.

(Reference criteria in E.1.) shall immediately notify an EGRDPS supervisor to
investigate the incident if the incident occurred in East Grand Rapids. If the
incident occurred in another jurisdiction, EGR personnel shall notify an
appropriate law enforcement supervisor from that jurisdiction to investigate the
incident. Personnel shall notify the Director of all such incidents according to
Department policy and through the appropriate chain of command.

EMPLOYEE RESPONSIBILITIES. Employees:
1.

Are required to comply with the law, Department policy, procedures, rules,
regulations and/or directives.

2.

Are obligated, when they have the means and opportunity, to intervene if they
observe other employees or those assisting the Department or being assisted by
the Department engaging in illegal, unfair, partial, or excessive behavior.

3.

Shall report, as soon as practical to a supervisor or command officer, behavior
that they believe is illegal, unfair, partial, excessive, or inappropriate, or a
violation of, or not within the intent of Department policy, procedures, rules,
regulations and/or directives.

SUPERVISOR RESPONSIBILITIES. Supervisors:
1.

Receiving a report of inappropriate behavior shall, as soon as practical, document
the complaint and forward it to the Director or designee. If necessary, supervisors
are responsible to take immediate action to mitigate the incident.

2.

Are responsible for monitoring employee behavior to identify incidents that are
illegal, unfair, partial, excessive, or inappropriate or a violation of, or not within
the intent of, Department policy, procedures, rules, regulations and/or directives.

AUDIT
1.

In an effort to provide for early intervention, supervisors, during each month of
the calendar year, will audit the activity of each member they supervise by
reviewing a random representation of video and related reports or documentation.
The goal is to ensure all activity and behavior reflects Department expectations,
policy, procedures, rules, regulations and/or directives.
a.

Staff Sergeants or designee shall complete a “Video Review Form” or
other appropriate documentation (i.e., “Sergeants Daily Activity Report”
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and/or memorandum) to the Police Services Captain describing:
1)

Date of audit;

2)

Person’s name being audited;

3)

Marker or identifier of video or audio reviewed.

And behavior observed in audited material that:

b.

2.

I.

1)

Exceeds Department’s expectation;

2)

May be considered illegal, unfair, partial, excessive, or
inappropriate or a violation of, or not within the intent of,
Department policy, rules, procedures, or directives; or

3)

Indicates additional training is needed to improve safety practices,
procedural issues, or the operation of Department equipment.

A “Video Review Form” shall be completed monthly on each officer and
submitted to the Police Services Captain along with any other appropriate
documentation.

The Police Services Captain shall:
a.

Review the “Video Review Forms” and “SDARs” when submitted.

b.

Document and forward observations of exemplary behavior to appropriate
individuals and departments.

c.

Document and forward observations of improper behavior to the
appropriate authority for remedial training or follow-up investigation for
potential disciplinary action.

COMMAND RESPONSIBILITIES. The Director or designee shall:
1.

Include any internal affairs complaints/investigations or community concerns
made regarding employee behavior in the annual MLEAC report;

2.

Determine if any Department training or policy modifications are needed;

3.

Provide a the MLEAC report to the City Manager and retain a copy as a
management record of the Department.
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TRAINING. The Department:
1.

Is committed to periodic training to ensure all employees are aware of the social
issues involving diversity and what constitutes impartial policing: and

2.

Shall, at a minimum, ensure agency personnel receive bias based police training,
including legal requirements and sanctions, every three years.

COMPLAINTS. The Department:
1.

Takes all allegations or complaints of illegal, unfair, partial, excessive, or
inappropriate behavior seriously.

2.

Will investigate all complaints as outlined in the MOPP Section 3-13: Complaints
of Officer Misconduct and Section 3-40: Rules & Regulations. If evidence is
found to support the complaint, appropriate corrective action will be taken in
accordance with Section 3-22: Disciplinary Process.

L.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

M.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other agencies shall be guided by this policy.

N.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
3.30.17
12.3.18, 3.24.21
12.21.20,

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish guidelines strictly prohibiting all forms of illegal harassment,
including but not limited to religion, race, color, national origin, age, sex, height, weight,
familial status, marital status, sexual harassment, and harassment based on sexual
preference, within the Department of Public Safety.

B.

POLICY. The Department shall:
1.

Make every effort to provide a work environment free of all forms of harassment.

2.

Apply this policy to the actions of all employees, their relationships with each
other and among non-department personnel, and citizens.

3.

Ensure all personnel understand harassment in the workplace is illegal. It violates
the Federal Civil Rights Act and state fair labor employment laws because it
discriminates and subjects employees to conditions and actions that have nothing
to do with job performance or job qualifications.

4.

Not tolerate harassment nor will it tolerate reprisals against any employee who
makes a harassment complaint. Employees, command officers, and other
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supervisors of the City of East Grand Rapids who violate this policy are subject to
disciplinary action, including discharge. Any command officer or other City
supervisor who receives a complaint of harassment and fails to take corrective
action pursuant to this policy is also subject to disciplinary action, including
discharge.
5.
C.

Ensure each Department member has received and reviewed their applicable City
“Employee Handbook” concerning this topic.

DEFINITIONS
Sexual Harassment. Unwelcome sexual advances, request for sexual favors, verbal, or
physical conduct of a sexual nature when:
1.

Submission to such conduct is made a term or condition of an individual’s
continued employment, promotion, or other condition of employment. This can
occur by clearly stated or implied words or actions.

2.

Submission to or rejection of such conduct is used as a basis for employment
decisions affecting an individual employee.

3.

Such conduct is intended to interfere or result in interference with an employee’s
work performance or creates an intimidating, hostile or offensive work
environment for an employee.

Verbal Harassment. Examples of prohibited actions and statements include:
1.

Derogatory or vulgar comments regarding a person’s gender, race, sex, sexual
preference, origin, age, sexually suggestive language, remarks about a person’s
anatomy, threats of physical harm, and distribution of written or graphic sexual
materials.

2.

Nude pictures, sexually oriented magazines or posters and other words or pictures
of a sexually suggestive nature.

Physical Harassment. Prohibited actions include:

D.

1.

Touching another person in a sexually suggestive way or in gender/sexual
locations.

2.

Physical contact such as hitting and pushing or threats to take such action.

SANCTIONS
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Individuals found to be engaging in harassment, and supervisors or managers who
fail to take appropriate action when employees bring harassment to their attention,
shall receive appropriate penalties. Examples of possible sanctions include:
a.

Warning letters placed in an individual’s personnel file;

b.

Poor job performance evaluations;

c.

Reduction in rank or salary; and

d.

Suspension or discharge.

In addition, harassment lawsuits are often filed against the harasser. This can
result in a large monetary judgment against individuals found guilty of
harassment. Some forms of harassment are also violations of criminal laws and
may result in fines or jail sentences.

COMPLAINT PROCEDURE
1.

An employee:
a.

Who believes he/she was the subject of harassment should report the
conduct immediately.

b.

With a complaint should report this to his or her command officer, captain,
or director, if this person is not the perpetrator of the harassing behavior.

c.

Uncomfortable with any of the aforementioned steps, should report the
incident to the City Manager or Mayor.

2.

The captain, detective sergeant, a staff sergeant, or sergeant who observes or has
reported to them instances of harassment, should immediately notify the director,
and take steps to prevent continued and/or future occurrences.

3.

Department administrators or command officers failing to obey this directive are
subject to discipline, up to and including discharge.

4.

Any employee found to have harassed another employee is subject to appropriate
disciplinary sanctions ranging from a warning up to and including termination.

5.

Retaliating or discriminating against an employee for complaining about
harassment is prohibited.

6.

An investigation:
a.

Of any complaint of harassment shall be undertaken immediately.
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Shall result in a factual determination based on all the evidence received.

7.

The Department recognizes false accusations of harassment can have serious
effects on innocent men and women. Therefore, all employees are expected to act
in a responsible and professional manner to establish a working environment free
of discrimination.

8.

Any person who believes he or she was subjected to or has witnessed harassment
shall report it immediately to any of the individuals listed in E.1. of this
procedure.

9.

The City/Department shall investigate all complaints of unlawful workplace
harassment consistent with Michigan Law.

F.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

G.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

H.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

General Order #61 – Harassment in the Workplace revised 10.2.07
4.16.12
5.30.17, 8.23.18, 12.3.18, 7.4.19
3.18.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To set forth procedures when the Department is notified that a member was
arrested, served with a personal protection order, restraining order or injunction, or is a
suspect in a criminal case.

B.

REFERENCE. Manual of Policy & Procedure Section 3-11: Rules & Regulations
requires members to give immediate notice to the Director of Public Safety whenever a
member:
1.

Is arrested.

2.

Becomes aware that he/she is a suspect in a criminal case.

3.

Has his/her driving privileges suspended, revoked, or limited by any court or
administrative body.

4.

Is served with any restraining order, personal protection order or any order which
may restrict the member’s ability to perform his/her duties.

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Members Arrested, Suspects, or having Personal Protection Orders
C.

3-31.2

DIRECTOR’S RESPONSIBILITIES
1.

2.

When a member is arrested or is the suspect in a criminal investigation, the
Director shall:
a.

If appropriate, place the Department member on administrative leave with
pay, with all sworn powers suspended.

b.

Assign an officer to conduct a separate internal investigation after the
criminal investigation is complete.

c.

Review the completed investigation and take the appropriate action.

When a member is served with a personal protection order, restraining order or
injunction, the Director shall:
a.

Assign an officer to conduct an inquiry to determine if the order in any
way conflicts with the member’s ability to perform his/her duty.

b.

If appropriate, place the employee on administrative leave with pay with
sworn powers suspended pending the completion of the internal
investigation. If a conflict exists, the Director shall direct such action as is
needed to ensure compliance.

D.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

General Order #15 revised 9.4.07
2.1.12
7.9.18, 12.10.18
3.18.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish policy governing rest and meal periods while assigned to patrol
and station duty.

B.

SPECIFIC RESPONSIBILITIES
1.

Sworn members shall only take rest and meal periods as set forth in the union
contracts.
a.

Section 8.1 Rest and Meal Periods.
“Employees shall be permitted one (1) rest period, not to exceed fifteen
(15) minutes in duration, during each one-half (1/2) of the established
daily work schedule unless operations within the Department are
determined by the Employer to be under emergency conditions.
Employees shall be permitted a one-half (1/2) hour meal period per shift.”

2.

If two or more sworn members are assigned to patrol duty, they shall coordinate
their rest and meal periods so that all sworn members are not on break at the same
time, unless prior approval has been given by their supervisor. Approval may be
granted by the supervisor on major holidays or under unusual circumstances
provided the needs of the Department are met.

3.

Meal and rest periods shall be documented by the officer on their “Daily Activity
Report.”
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4.

If a sworn member or another unit receives an emergency call at any time during
the meal or rest period, the sworn member shall terminate the meal period/rest
break and respond to the call at once.

5.

Assigned in-house personnel shall not leave the City of East Grand Rapids for
meal periods or rest breaks.

C.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

D.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

General Order #13 – Rest & Lunch Breaks revised 8/31/07
2.1.12
4.16.12, 4.12.18, 12.10.18, 3.18.21

By order of:

Mark A. Herald, Director of Public Safety
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PURPOSE & COMPLIANCE
1.

Purpose. Rules and regulations are established to enhance service and
professionalism, promote organizational efficiency and effectiveness, and
preserve the public trust by setting forth general policies governing the conduct
of every member of the Department.

2.

Official rules and regulations. The Director of Public Safety establishes this
manual as a working statement of departmental rules and regulations. The
Director of Public Safety reserves the right to amend or revoke any of the rules
and regulations herein, or to add new ones, as circumstances require. All
Department policy emanating from the office of the Director of Public Safety
at any time in the future shall be considered in concert with this manual. All
previously issued policies contrary to those contained herein are hereby
revoked. The provision of this code and other departmental regulations applies
to all members of the Department.
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3.

Compliance/adherence to rules and regulations. Department personnel are
responsible for all published directives. Personnel shall not commit any act
which constitutes a violation of the written directives of the Department.
Violations of the Rules and Regulations, City of East Grand Rapids personnel
rules, Charter of the City of East Grand Rapids, ordinances of the City of East
Grand Rapids, laws of Michigan or the United States and/or the other
departmental regulations subject the offender to disciplinary action.
Disciplinary action may take the form of a verbal or written reprimand,
transfer of assignment, reduction in rank, suspension and/or discharge from
employment. The disciplinary action taken depends upon the nature of the
offense, record of the offender and the seriousness of the consequences of the
violation.

4.

Distribution. Paper copies of the “Manual of Policy and Procedure” shall be
issued to the Director of Public Safety, Report Room, and others deemed
necessary by the Director of Public Safety. Electronic copies shall be available
on computer and other electronic devices to all authorized personnel.

5.

Responsibility for care and maintenance. Department published directives are
considered City property. Department personnel are responsible for their care
and maintenance. The Accreditation Manager shall keep the “Manual of
Policy and Procedure” and all other departmental regulations current by
inserting appropriate changes or additions.

6.

Knowledge of contents. Each employee is required to establish and maintain a
working knowledge of the Rules and Regulations, all laws, and ordinances in
force in the City of East Grand Rapids and the other written rules and policies
of the Department. Ignorance of policy does not excuse the infraction, nor
mitigate the discipline which may be imposed.

7

Conspire to violate. Any employee who, by an act or conduct, attempts to
violate or conspires with, assists in anyway or encourages any other person to
violate the Rules and Regulations, the Personnel Rules of the City of East
Grand Rapids, the Charter or ordinances of the City of East Grand Rapids, the
laws of Michigan or the United States and/or other regulations of the
Department shall be subject to the same discipline as though the violation was
accomplished or as though the employee did directly commit the violation.

8.

Duty to report. All personnel are required to report any observation or
information received which constitutes a violation of the written directives of
the Department to their supervisor as soon as possible, but within 24 hours,
whenever they observe any conduct subject to disciplinary action under the
Rules and Regulations or any Department policy, law, statute or a violation or
misconduct which could cause discredit to the Department or any member
thereof. A report shall be made in writing setting out the known facts of the
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case, and an investigation shall be initiated to determine the nature and degree
of the violation.
9.

Supervisor's authority. In situations involving a serious violation or misconduct, the
employee or supervisor observing or learning of the violation shall take the following
action: If that employee or supervisor is of equal or lesser rank than the offender,
he/she shall notify a supervisor of superior rank to that of the offender and the notified
supervisor shall act under the provisions of this section.
a.

b.
10.

The offender shall be:
1)

Relieved from duty and initially placed on administrative leave with
pay. His/her badge, identification and weapon issued by the
Department shall be taken into custody by the supervisor; and

2)

Instructed to report to the Director at a designated time and place.

A written report of the incident shall be submitted by the reporting supervisor
to the Office of the Director before the offender reports.

Notification to Director of Public Safety. Personnel shall give immediate notice to the
Director of Public Safety or designee, whenever a member:
a.

Is arrested or becomes aware that he/she is the suspect in a criminal case;

b.

Has his/her driving privileges suspended, revoked, or limited by any court or
administrative body;

c.

Is served with any restraining order, personal protective order or any order
which may restrict the member's ability to perform his/her duties;

d.

Is served notice of a civil suit or action resulting from performance of official
duties;

e.

Receives a notice or order to appear for any hearing or proceeding directly
related to the performance of official duties;

f.

Is charged, found guilty by a judge or jury, has entered a guilty plea or a plea
of no contest, or convicted of a criminal violation;

g.

Is notified from a healthcare professional of incapacity or limitations
concerning/relative to their ability to perform assigned duties;

h.

Receives information or is involved in any other circumstance that might
impact their ability to perform assigned duties;
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i.

Is involved in any off-duty incident involving the use of departmental weapons
and/or equipment;

j.

Is involved in any significant incident requiring the intervention of a law
enforcement agency or court; and

k.

Has knowledge of any threats directed toward the Department or any
employees which they have witnessed, received, or were told that another
person witnessed or received.

AUTHORITY AND RESPONSIBILITIES
1.

Legal authorization. The Department is established in accordance with Michigan law.
The Department provides police, fire, and emergency medical service twenty-four
hours a day, each day of the year. Officers shall take an oath of office prior to
assuming sworn status.

2.

Department purpose. The mission of the Department is to assist in safeguarding the
community by providing police, fire, and medical first response services that protect
life and property through prediction, prevention and reduction of crime and fire
incidents while upholding and defending the individual liberties secured by the
Constitution.

3.

Department priorities. The Department shall wherever possible preserve the peace and
maintain order; control crime and apprehend offenders; impartially enforce the law
and traffic violations; suppress fires; provide medical assistance; offer the highest
levels of service through kindness, respect, and courtesy; engender the public trust;
maintain a highly visible presence within the community; and develop and empower
employees.

4.

Policy regarding relationship with the public. The Department's effectiveness depends
upon acceptance of its authority and approval of its actions by the community. The
Department, therefore, requires exemplary conduct of its employees; it attempts to
provide or direct the public to other sources for needed information and seeks public
cooperation through the news media; and it encourages positive public reaction to its
service through careful attention to complaints and service provided.

5.

Privacy – items subject to searches. There is no expectation of privacy for property
owned by the City of East Grand Rapids or for employees’ personal property or
vehicles possessed or carried on to City of East Grand Rapids premises, including
communications devices and electronic storage media. All property is subject to
search pursuant to Michigan law.

6.

Code of ethics. All personnel shall abide by the Department Code of Ethics.
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ORGANIZATION AND DEFINITION OF TERMS
1.

Enumeration system. Each section is designated by title and Arabic numeral arranged
by hyphen and decimal sequence. The number preceding the hyphen indicates the
section; the number immediately to the right of the hyphen indicates the subsection.
Letters indicating a series under a section are followed by periods; and subsections
within a lettered section are numbered. This format is designed to facilitate quick
reference to specific material, as well as expansion or revision of the contents.

2.

Table of contents. An index of chapters at the front of the “Manual of Policy and
Procedure” gives the section number(s) where the topic occurs.

3.

Definition of terms. The following definitions shall apply in this manual:
Captain (Division Commander). Shall be defined by departmental policy.
City. Unless otherwise indicated, the Charter City of East Grand Rapids.
City Building. All city facilities including the department's headquarters.
City Council. Governing body of the city.
City Vehicle. Vehicle owned by the City of East Grand Rapids.
Clerk. Shall be defined by departmental policy.
Department. The East Grand Rapids Department of Public Safety.
Director of Public Safety. The Chief Administrator of the Department.
Employee. An employee of the Department.
Employee Handbook. A manual provided by the City of East Grand Rapids
introducing employees to the organization, its benefits/compensation package, and an
abbreviated listing of policies.
General Orders. Written directives related to policy, procedures, rules, and
regulations involving more than one organizational unit. General Orders typically
have a broad statement of policy as well as the procedures for implementing the
policy.
He, him, his. As used herein, he, she, him, her, his, her, hers.
Investigative Services. The public safety sub-division generally responsible for
criminal investigations, community/school liaison activities and programs, fire
investigations and inspections and other functions as prescribed by the Director of
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Public Safety.
Investigator. Officer assigned to the investigation’s unit.
May. As used herein, is permitted.
Member. Any member of the Department, sworn or non-sworn.
Memorandum. A written document used to clarify, inform, or inquire. It may or may
not convey an order.
Non-sworn Member. A member of the Department who is not sworn as a peace
officer/public safety officer.
Off-Duty. An employee’s status when not scheduled or called in for duties.
Officer. A sworn employee of the Department.
Officer-in-Charge. The ranking officer on duty by rank or seniority in rank.
On-Duty. The status of an employee during the period of scheduled duties and/or
when you are in the City of East Grand Rapids responding in an official capacity.
Order/Directive. A command or instruction, oral or written, given by a superior to a
subordinate employee to do something.
Personnel. Department employees, sworn or civilian.
Personnel Orders. Announcements of changes in status of personnel such as transfers
or promotions.
Policy. A course of action adopted by the Department or the set of principles upon
which they are based.
Procedure. An established method or means of doing or accomplishing Department
directives and activities. A procedure describes the steps to be taken, frequency of the
task, and the persons responsible for completing the tasks.
Public Safety Officer. A sworn employee cross-trained to perform police, fire, and
medical assistance duties.
Public Safety Division. The primary division of the Department generally responsible
for patrol duties, investigations, fire services, community/school liaison activities,
crime prevention and other functions as prescribed by the Director of Public Safety.
Public Safety Services. A public safety sub-division generally responsible for delivery
East Grand Rapids Department of Public Safety
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of patrol and fire services and other functions as prescribed by the Director of Public
Safety.
Published Directives. Any written documents such as policies, procedures, rules,
regulations, general orders, special orders, personnel orders, memoranda, instructional
material, or official instruction giving explicit guidance or instruction to Department
members.
Ranking Officer. The officer in command of a given situation by virtue of highest
rank, seniority, or specific designation of command authority.
Rule. A set of specific authoritative directives to which all employees must adhere.
Regulation. An official rule or order stating what may or may not be done or how
something must be done.
Senior Officer. An employee in a rank with the longest continuous service in that
rank.
Sergeant. A supervisor in the department, as defined by departmental policy.
Shall. As used, herein, must, or is required to.
Shift Commander. The officer responsible for the activities and operations of the shift
on duty.
Special Orders. Directives regulating one segment of the Department or a statement
of policy and procedure regarding a specific circumstance or event that is temporary in
nature.
Staff Sergeant. A supervisor in the Department, as defined by departmental policy.
Standard. Guidelines or performance requirements establishing benchmarks for our
Department to use in developing the organizational structure and measuring our
service delivery system.
Subordinate. A person of lesser rank.
Superior Officer. Officer of higher rank.
Supervisor. A person responsible for the work of subordinate, including all command
personnel within the Department.
Support Services Group. A group of the sub-group of the public safety services
division responsible for delivery of administrative, support and training needs of the
Department and other functions as prescribed by the Director of Public Safety.
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Sworn Member. A Department member who is a sworn peace officer/public safety
officer.
4.

General structure. The Department shall consist of the Director of Public Safety
sworn personnel, and civilian employees.

5.

Rank structure
a.

b.

6.

7.

Lines of authority within the Department are rank based in the following
descending order:
1)

Director of Public Safety

2)

Captain

3)

Staff Sergeant

4)

Sergeant

5)

Public Safety Officer

6)

Civilian Employees

7)

Volunteers

Officers of the same rank have standing according to seniority determined by
time in grade. When two or more individuals are appointed to the same rank
on the same date, each shall have standing according to their position as
determined by the collective bargaining agreement. In specific situations,
other factors may be used to designate the ranking officer when two officers
of the same grade are present.

Written communication
a.

No letter, memo, or written communication on letterhead stationary or
dealing with departmental business shall be sent unless first approved by the
director or captain.

b.

No member below the rank of captain shall issue any written communication
changing or amending departmental policy, procedure, or practice.

Supervisors’ responsibility. Supervisors shall:
a.

Familiarize themselves with officers on their shift and closely observe their
general conduct and appearance on a daily basis;
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b.

Be responsible for the performance of their employees and maintain and
reinforce officer conformance with the standards of conduct of the
Department along with the officers; and

c.

Report any violation of the Department’s written directives that they observe
or receive information on.

Unity of command. Employees shall acknowledge the unity of command.

POLICY REGULATING CONDUCT – RULES OF CONDUCT
1.

Obtaining employment. No officer or employee shall procure appointment in the
Department by means of willful misrepresentation or omission of any fact
concerning his personal history, qualifications for employment or physical condition.

2.

Conduct unbecoming Department personnel. Personnel shall conduct themselves at
all times, both on and off duty in such a manner as to reflect most favorably on the
Department. Conduct unbecoming Department personnel shall include any act
which causes or may cause the public to lose confidence in the Department or
impairs the efficient operation of the Department.

3.

Unsatisfactory performance
a.

b.

4.

Personnel shall maintain sufficient competency to properly perform their
duties in a manner maintaining the highest standards of efficiency in carrying
out their duties and objectives of the Department. Unsatisfactory
performance may be demonstrated by:
1)

A lack of knowledge of law and/or departmental guidelines;

2)

An unwillingness or inability to perform assigned tasks;

3)

The failure to conform to work standards established for the
employee’s rank, grade, or position; and

4)

The failure to take appropriate action on the occasion of a crime,
disorder, or other condition deserving official attention.

Repeated poor performance evaluations and/or a written record of repeated
infractions of departmental guidelines shall be considered prima facie
evidence of unsatisfactory performance

Reporting/assignment for duty. Personnel shall:
a.

Report for duty at the time and place required by assignment or orders and
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shall be physically and mentally fit to perform their duties. Personnel may
be assigned to active duty at anytime by a superior officer of the Department;

5.

b.

Be properly equipped and cognizant of information required for the proper
performance of duty so that they may immediately assume their duties; and

c.

Not make false claims of illness or injury, falsely report themselves ill or
injured or otherwise deceive or attempt to deceive any employee of the
Department as to the condition of their health.

Neglect or inattention to duty
a.

b.

Officers shall:
1)

Always be considered on duty for the purpose of protecting life and
property while in the City of East Grand Rapids and shall be
prepared to act anytime circumstances indicate their services are
required. Members are to remain on assignment and on duty until
properly relieved by another employee or until dismissed by a
superior officer;

2)

Respond without delay to all calls for assistance from citizens or
other members. Emergency calls take precedence. However, all
calls shall be answered as soon as possible, consistent with normal
safety precautions and traffic laws. Except under the most
extraordinary circumstances or when otherwise directed by
competent authority, an officer shall not intentionally fail to answer
any call for service directed to them;

3)

At all times, respond to the lawful order of supervisors, as well as
requests for assistance from citizens. The administrative delegation
of the enforcement of certain laws and ordinances to particular
units of the Department does not relieve officers or other units
from responsibility of taking prompt, effective police action within
the scope of those laws and ordinances when the occasion so
requires. Officers assigned to special duty are not relieved from
taking enforcement action outside the scope of their specialized
assignment when necessary. All members shall perform their
duties as required or directed by law, departmental rule, and policy
or by order of a supervisor or other command officer; and

4)

Remain alert, observant, and occupied with Department business
during their tour of duty. When on duty, officers shall devote their
entire time and attention to Department related business.

The ranking on duty supervisor shall be in charge and responsible for the
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proper conclusion of any incident. In the absence of an on-duty supervisor,
one shall be immediately notified, and he/she shall remain at the scene until
such time as the incident is under control or is being properly handled in
accordance with existing policies and sufficient instructions have been issued
to result in the proper conclusion of that incident.
c.

d.

6.

While on assigned duty, officers shall not:
1)

Sleep (unless authorized), loaf or be idle;

2)

Conduct private business except when authorized in accordance with
established departmental procedures; or

3)

Carry any article which distracts from the proper performance of
police duty.

Personnel shall not:
1)

Perform their duties negligently, carelessly or in an inattentive
manner; or

2)

Engage in any activities or personal business on duty, which would
cause them to neglect or be inattentive to duty.

Dereliction of duty. Dereliction of duty is detrimental to the proper performance of
the functions of the Department and is cause for disciplinary action. The following
subsections shall constitute dereliction of duty:
a.

Failure of a supervisor or command officer to immediately act when a
violation of rules or regulations comes to his attention, regardless of his
assignment or rank within the Department. Such action may be only a report
to another supervisor if that is more appropriate than direct action.

b.

Failure of any officer to observe and give effect to the Department’s polices.

c.

Failure to deliver to the property room or to an official departmental
custodian any property found by, confiscated by, or relinquished to any
officer of the Department without undue delay and, in any event, before
his/her tour of duty is ended.

d.

Failure to place evidence in its officially designated place for preservation
and storage.

e.

Failure to verbally give name and badge number to any person upon request.

f.

Being under the influence of drugs or being a user of drugs when such drugs

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Rules & Regulations

3-40.12

are not prescribed by a medical professional (e.g., physician, dentist, etc.) or
taking drugs in a manner not prescribed by a medical professional.

7.

8.

9.

g.

Employees shall treat supervisors, subordinates, associates, and citizens with
the appropriate level of respect, courtesy, and civility at all times in their
relationships with others.

h.

Officers shall not leave assigned duty posts:
1)

Except when authorized by proper authority; or

2)

Unless an exigent circumstance exists. In such cases, officers shall
attempt to notify proper authorities.

i.

Department personnel shall remain on duty until properly relieved by another
employee or until dismissed by a superior officer.

j.

Failure or deliberate refusal of any officer to obey a lawful order given by a
supervisor or higher-ranking command officer.

Response to resistance and weapons use. Personnel shall:
a.

Use only an objectively reasonable amount of force in the performance of
their duties and shall then do so in accordance with departmental procedures
and the law;

b.

Comply with departmental procedures concerning the documentation and
investigation of response to resistance and the use of physical force; and

c.

Carry firearms and less lethal weapons in accordance with law and
departmental guidelines.

Departmental reports. Personnel shall:
a.

Submit all necessary reports on time and in accordance with established
departmental guidelines;

b.

Submit truthful and complete reports, and no employee shall knowingly
enter or cause to be entered any inaccurate, false, or improper information;
and

c.

Not modify official documents, reports, forms or audio or video tapes or
electronic files by attaching non-authorized statements whether written or
verbal.

Processing property and evidence. Personnel shall:
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a.

Process property or evidence discovered, gathered, or received in connection
with departmental responsibilities in accordance with established
departmental guidelines;

b.

Not convert to their own use, service, manufacture, conceal, falsify, destroy,
remove, tamper with, or withhold any property or evidence in connection
with an investigation or other police action; or

c.

Dispose of property and/or evidence in accordance with established
departmental guidelines.

Professional conduct
a.

Members shall be truthful at all times, whether under oath or not, when
conducting any official departmental business. Exceptions may be warranted
based on objectively reasonable circumstances.

b.

Personnel shall be courteous and tactful in the performance of their duties
with the public. Members shall not use profane or insolent language or
gestures in the performance of their duties. Exceptions may be warranted
based on objectively reasonable circumstances.

c.

When any person applies for assistance or advice or makes complaints or
reports, either by telephone or in person, all pertinent information shall be
obtained in an official and courteous manner and shall be properly and
judiciously acted upon consistent with established departmental guidelines.

d.

Uniformed officers shall render a military salute to the United States flag and
national anthem at appropriate times. Officers in civilian dress shall render
proper civilian honors to the United States flag and national anthem at
appropriate times.

e.

Personnel shall forward all requests for records, reports, or other official
documentation to the Director of Public Safety or designee for approval.

f.

Officers and personnel shall not:
1)

Discriminate by allowing their personal bias and/or prejudice to
influence their performance of duty;

2)

Engage in an abuse of process or make a false accusation of a
criminal or traffic charge or make false statements in judicial actions;

3)

At any time, ridicule, mock, taunt or belittle any person. Neither
shall he willfully embarrass, humiliate, or shame any person or do
anything that is likely to incite any person to violence;
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4)

Conduct themselves in the offices and building of the Department in
a manner which would discredit the Department;

5)

Engage in any form of illegal gambling in the locker rooms,
assembly rooms or any other public safety or City facility;

6)

Use indecent, profane, or harsh language in the presence of the public
while on duty or in uniform or wearing departmental insignia absent
a law enforcement purpose;

7)

Engage in "horseplay" or the playing of pranks while on duty. Such
conduct is prohibited while on or in public safety facilities whether
on or off duty;

8)

Render aid or assistance in civil cases, since the Department has
jurisdiction in criminal cases only, except to prevent an immediate
breach of the peace or to quell a disturbance actually existing. This
rule is not intended to prevent officers from referring any citizen to
proper authorities who can assist in handling the civil dispute or
filing a lawsuit, which shall not include referring any person to a
specific private attorney;

9)

Willfully misrepresent any matter, sign any false statement or report,
commit perjury or give false testimony before any court, grand jury,
board, commission, official inquiry, or departmental hearing;

10)

Knowingly falsify any report, document or record or cause to be
entered any inaccurate, false, or improper information on records,
documents, or reports of the Department or of any court or alter any
record, document, or report except by supplemental record,
document, or report. No member shall remove or destroy or cause
the removal or destruction of any report, document, or record without
proper authorization;

11)

Interfere with the service of lawful process;

12)

Interfere with the attendance or testimony of witnesses through
coercion, bribery, or other means;

13)

Attempt to have any criminal charge, appearance ticket or traffic
citation reduced, voided, or stricken from the calendar without
approval of an appropriate superior officer or other appropriate
authority;

14)

Recommend a dismissal, reduction of charges or other disposition of
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a pending criminal case which has been previously filed in any
criminal court or before any grand jury except by express approval of
the Director of Public Safety or designee;
15)

Take any other action which interferes with the efficiency or integrity
of the administration of criminal justice;

16)

Interfere with cases being handled by other officers of the
Department or by another governmental agency unless:
a)

Ordered to intervene by a superior officer; or

b)

The intervening officer reasonably believes a manifest
injustice would result from failure to take immediate action.
In such cases, the intervening officer shall notify the Director
of Public Safety of the intervention and the circumstances
surrounding the decision to intervene; or

c)

Undertake any investigation or other official action not part
of their regular duties without obtaining permission from
their supervisor unless the situation requires immediate police
action.

17)

Have knowledge of such interference and failing to inform a superior
officer in writing;

18)

Suggest, recommend, advise, or otherwise counsel the retention of
any particular attorney or bail bond broker to any person coming to
their attention as a result of departmental business. This does not
apply when a relative or personal acquaintance of the officer seeks
such service. In no case may such advice be given where a fee,
gratuity or reward is offered by, solicited, or accepted from the
attorney or bail bondsman, directly or indirectly;

19)

Give any lawyer, bondsman or the agent of either or any other
person, unauthorized information regarding prisoners in confinement,
property in custody or records of the Department;

20)

Engage in the business or practice of acting as a bail bondsman;

21)

Reveal any confidential information to anyone unless authorized to
do so and then only to a person or persons authorized to receive such
confidential information;

22)

Make known any information concerning the progress of an
investigation, a known or reported law violation, a condition against
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which action is to be taken at a future time or any proposed
Department operation to any person not authorized to receive it;
23)

Communicate in any manner, either directly or indirectly, any
information which may assist persons guilty or accused of criminal
or quasi-criminal acts to escape arrest or punishment or which may
enable them to dispose or hide evidence or unlawful activity, money,
merchandise, or other property unlawfully obtained;

24)

Release any departmental report, police record, arrest report,
prosecution report, criminal history file, mug shot picture or other
record or report to any person or agency which does not have a
criminal justice function unless ordered by a lawful subpoena or
otherwise authorized or required by the Michigan Freedom of
Information Act or other departmental orders. Personnel shall treat
the official business of the Department as confidential;

25)

Engage in any strike prohibited by law. “Strike” includes the
concerted failure to report for duty, willful absence from one’s
position, unauthorized holiday’s, sickness unsubstantiated, stoppage
of work, or the abstinence in whole or part from the full, faithful, and
proper performance of the duties of employment for the purposes of
inducing, influencing, or coercing a change of in conditions,
compensation, rights, privilege, obligations, or employment; or

26)

Commit to financial obligations or enter contractual or service
agreements on behalf of the governmental entity without the specific
authorization of the Director of Public Safety.

11.

Personal conflict incidents. Officers shall refrain from taking or attempting to take
police action in situations where they may find themselves or a relative involved in a
quarrel with another relative, friend or neighbor. Officers shall contact dispatch to
have another officer handle the incident. The reporting officer shall forward the
report to the shift supervisor for review. This rule does not prevent an officer from
acting in an emergency involving self-defense, serious injury to another or when a
serious offense is being committed. Dispatch is to be notified as soon as it is
practical; informing them the officer needs assistance for the emergency.

12.

Insubordination. Employees shall:
a.

Promptly obey any lawful order of a superior officer. The deliberate failure
or refusal of any member or employee to obey a lawful order given by a
superior officer shall be insubordination. This shall include orders relayed
from a supervisor by an employee of the same or lesser rank.
Insubordination is also defined as disobedience, unruly behavior, or the
refusal to recognize, comply, or submit to the authority of a superior;
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b.

Not assault, ridicule, or use disrespectful, insulting, threatening, insolent,
mutinous, or abusive language toward a superior officer whether in or out of
his/her presence;

c.

Refer to supervisors by their appropriate rank while on duty and in the
presence of the general public; and

d.

Not engage in any restrictive leave, slowdown, or unauthorized interruption
of assigned duties.

Gifts, gratuities, bribes, or rewards
a.

Members shall not:
1)

2)

Accept, solicit, or receive any gift, gratuity, service, reward, discount,
rebate, loan, fee, or other special consideration offered or arising
because of any direct or indirect relation to his/her employment,
except as permitted by these Rules and Regulations. The things
prohibited hereunder include, but are not limited to:
a)

Acceptance of anything or service from any liquor licensee or
his employees or agents other than items properly purchased
off duty or in the line of duty;

b)

Free beverages and/or food or beverages and/or food at
reduced prices offered by or accepted from a restaurant or
other business selling beverages or food, except as authorized
by these Rules and Regulations;

c)

Discounts or rebates offered by merchants or financial
institutions which are not offered to the general public or all
East Grand Rapids city employees but are offered to officers;

d)

Loans from someone who is not regularly engaged in the
business of lending money for profit to the general public,
except family members. Exceptions shall have prior approval
of the Director of Public Safety;

e)

Fees or money demanded from members of the public for
rendering services, other than wages paid for authorized offduty employment in accordance with established
departmental procedures;

Accept, solicit, or receive directly or indirectly through relatives or
friends in the form of such things as birthday presents or Christmas
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gifts, gifts, gratuities, etc. prohibited by the Rules and Regulations;

.

3)

Give any present, gratuity, or loan to an officer senior in rank to his,
nor shall any officer receive or accept any present, gratuity, or loan
from an officer junior in rank to his; or

4)

Solicit or accept from any person, business, or organization any gift
(including money, tangible or intangible personal property, food,
beverage, loan, promise, service, or entertainment) for the benefit of
the members of the Department, if it may reasonably be inferred the
person, business, or organization:
a)

Seeks to influence action of an official nature or affect the
performance or non-performance of an official duty; or

b)

Has an interest which may be substantially affected directly
or indirectly by the performance or non-performance of an
official duty.

b.

Officers, while on duty, shall not buy anything from or sell anything to
any complainant, suspect, witness, defendant, prisoner, or other person
involved in any case which has come to their attention through
employment with the Department, nor can they act as an intermediary in
the payment of a reward for the return of stolen property without prior
written authorization by the Director of Public Safety. This does not
prohibit officers from dealing with legitimate places of business.

c.

Officers may accept:

d.

1)

Free beverages, other than alcoholic beverages, which are offered to
an officer while on call or while making an investigation except at
premises with a liquor license;

2)

Beverages other than alcoholic beverages, and food offered or served
while attending meetings or other functions as a representative of the
Department; and

3)

Gifts, etc., received from relatives and close personal friends;
however, in case of doubt, the officer shall bear the burden of
proving the other person is a close personal friend and did not offer
the gift, etc., because of the officer’s public safety employment.

Any reward paid or sent to any officer shall be promptly turned in by that
officer to the Office of the Director of Public Safety for return or delivery to
a charitable organization.
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14.

Meals. Personnel shall be permitted to suspend patrol or other assigned activity,
subject to immediate call at all times, for the purpose of having meals during the
tours of duty, but only for such period of time and place as established by
Departmental policies. Approval from a supervisor is required to insure adequate
coverage. Fire apparatus shall not leave the City of East Grand Rapids for meal
periods or rest breaks.

15.

Employment outside of the Department
a.

Personnel shall:
1)

Only engage in off duty employment subject to prior approval of the
Director of Public Safety;

2)

Submit a written request for approval of off duty employment to the
Director prior to engaging in such employment;

3)

Not be granted approval, and prior approval may be revoked, when
such employment interferes with the employee's employment with
the Department;

4)

Not engage in any employment or business involving the sale or
distribution of alcoholic beverages, recreational marijuana, bail bond
or sureties, private investigation or with any other criminal justice
agency;

5)

Not be granted approval where the outside employment may -

6)
b.

a)

Render the employee unavailable during an emergency;

b)

Conflict with the law, departmental guidelines, or their duties
with the Department;

c)

Physically or mentally exhaust the employee to the point that
their performance may be affected;

d)

Require any special consideration for scheduling of the
employee’s regular duty hours; or

e)

Bring the employee or the Department into disrepute or
impair the operation or efficiency of the Department.

Not use any departmentally owned property in conjunction with off
duty employment without prior approval of the director.

Sick leave may be denied for any illness resulting from or injury sustained
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while engaged in outside employment.
c.

An employee who is on a leave of absence of any kind for the reason that he
or she is unable to perform his or her job is prohibited from engaging in any
employment outside the City (including self-employment) during such
absence, regardless of any previous authorization.

16.

Alcoholic beverages and controlled substance in East Grand Rapids installations.
Personnel shall not store or bring into any East Grand Rapids facility or vehicle,
alcoholic beverages, controlled substances, or narcotics which are not held as
evidence.

17.

Possession and use of controlled substance/narcotics. Personnel shall not possess or
use any controlled substances or narcotics, except when prescribed in the treatment
of an employee by a medical professional (e.g., physician, dentist, etc.) When
controlled substances are prescribed for personnel while on duty, a supervisory
officer shall be notified if the medication affects job ability.

18.

Use of alcohol, drugs, narcotics or over the counter medications on duty or in
uniform. Personnel shall not:

19.

a.

Consume intoxicating beverages while in uniform, wearing Department
insignia, or on duty except in the performance of duty and while acting under
proper and specific orders from a supervisory officer;

b.

Appear for duty, or be on duty, while under the influence of intoxicants,
drugs, narcotics, or medications to any degree whatsoever, or with an odor of
intoxicants on their breath;

c.

Operate a City vehicle if the employee has consumed a controlled substance
or an intoxicant which causes the employee's ability to operate a motor
vehicle to be visibly impaired as defined by law; or

d.

Possess a Department firearm or firearm possessed under their authority as a
police officer if the employee is under the influence of a controlled substance
or intoxicant as defined by law.

Use of alcohol off-duty. Personnel, while off duty, shall refrain from consuming
intoxicating beverages to the extent that it discredits the Department or renders the
personnel unfit to report for their next regular tour of duty. Members:
a.

Shall not consume intoxicants while off duty to the extent that evidence of
such consumption is apparent when reporting for duty; and

b.

Called to respond to call-ins, alarms, or for overtime or extra duty shall
advise the caller if they have consumed intoxicants to the extent that any
evidence of such consumption would be apparent and shall not respond or
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report for duty. Likewise, members who have consumed intoxicants to the
extent that any evidence of such consumption would be apparent shall not
respond to any paged or toned out alarm.
20.

Use of tobacco products. Personnel shall not use tobacco products in any form (e.g.,
the smoking of cigarettes, cigars, or pipes; chewing, sucking, or inhaling chewing
tobacco or tobacco snuff, etc.) when in view of the public, operating a city vehicle,
or in any city building. Exception: When on fire duty, officers may chew tobacco in
the house except on Monday – Friday from 7:00 a.m. – 5: 30 p.m. Used tobacco
chew shall only be disposed of in a sealed container and placed only in the apparatus
bay waste receptacle or outside dumpster.

21.

Protection of prisoners, their rights, and their property
a.

b.

22.

Officers shall:
1)

Not arrest any person or search any premises or person except with a
warrant of arrest, a search warrant or when such arrest or search is
authorized without a warrant under the state laws of Michigan, the
United States, or the ordinances of the City of East Grand Rapids;

2)

Protect the rights of any person held in custody and not mistreat,
verbally abuse, or use any unnecessary force against such person;

3)

Not falsely arrest, imprison, or direct any malicious prosecution
against any person;

4)

Not willfully mistreat or give inhumane treatment to any person held
in custody; and

5)

Use only such force as is objectively reasonable in effecting an arrest.

Any officer who has lost, damaged, or destroyed any property or equipment
belonging to a person in custody or coming into possession of the officer by
reason of his office, may be required to make restitution if the loss or damage
is the result of gross negligence on the part of the officer.

Use of department radios, computers, and electronic devices
a.

Personnel shall operate Department radios, computers, electronic devices,
mobile digital computers, and telephone equipment in a concise and
professional manner in conformance with City and Department policy.
Unnecessary radio, mobile digital computers, telephone, and electronic
device transmissions are strictly prohibited.

b.

Uniformed officers, when assigned to patrol duty or any activity away from
the public safety building, shall have a portable radio in their possession.
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The radio will be in the "On" position whenever the officer is away from the
mobile car radio.
23.

24.

Conflicting or illegal orders. Personnel:
a.
Who are given an otherwise proper order which is in conflict with a previous
order or Department policy shall respectfully inform the issuing supervisor of
the conflict. If the supervisor issuing the order does not alter or retract the
conflicting order, the order shall be carried out. Under these circumstances,
the responsibility for the conflict shall be upon the supervisor;
b.

Shall obey the last order and shall not be responsible for disobedience of the
original order or policy;

c.

Shall not obey any order which they know would require them to commit
any illegal act or create civil liability. If in doubt as to the meaning or
legality of any order, personnel shall request clarification of the order; and

d.

Who do not understand their duties or responsibilities shall refer to order,
rule, etc. and/or shall consult their immediate supervisor for clarification and
explanation.

Abuse of position. Personnel shall not:
a.

b.

25.

Use their official position, official identification cards or badges for:
1)

Personal or financial gain;

2)

Obtaining privileges not otherwise available to them except in the
performance of duty; or

3)

Avoiding consequences of illegal acts.

Authorize the use of their names, photographs or official titles which identify
them as officers in connection with testimonials or advertisements of any
commodity or commercial enterprise without the prior approval of the
director.

Endorsements, referrals, and political activity. Personnel shall not:
a.

Recommend or suggest in any manner, except in the transaction of personal
business, the employment or procurement of a particular product,
professional service, or commercial service;

b.

Use their official capacity as an employee with the Department to influence,
interfere with or affect the results of an election. No officer shall engage in
political activities except those activities specifically authorized by Public
Act No. 169 of 1976; or other applicable law.
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purposes of personal preferment, advantage, transfer, or advancement.
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a.

b.

27.
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Personnel shall not:
1)

Regularly or continuously associate with those individuals who,
through their actions, bring the Department into disrepute except as
necessary in the performance of official duties. Except for official
police duties, no member of the Department shall knowingly and
intentionally associate with persons convicted, charged, or suspected
of any crime other than traffic offenses or ordinance violations. If a
member does become acquainted with such a person, that person's
identity shall be made known to the director. This provision does not
include association with members of one's family;

2)

Become a member of any organization, association, movement, or
group which, the member knows or should have known, advocates or
approves of commission of acts of force or violence to deny others
their rights under the Constitution of the United States of America or
the laws thereof or which, the member knows or should have known,
seeks to alter the form of government by unconstitutional means; or

3)

Knowingly visit, enter, or frequent a house of prostitution, gambling
house, or establishment, wherein the laws of the United States, State
of Michigan, or City of East Grand Rapids are violated except in the
performance of duty or while acting under proper and specific orders
from a supervisor.

Officers shall not participate in any type of disruptive protest demonstration,
nor shall any officer act as spokesman, representative or agent for any group
engaged in, or planning to engage in, any type of disruptive protest
demonstration.

Identification
a.

Personnel shall carry their badges and identification cards on their persons
when on duty, except when impractical or dangerous to their safety or to an
investigation. Employees shall furnish their full name and badge number to
any person requesting that information when they are on duty or while
holding themselves out as having an official capacity, except when the
withholding of such information is necessary for the performance of police
duties or is authorized by a superior officer.

b.

Officers shall not use another member's badge or identification without
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permission of a supervisor. An officer shall not loan his/her badge to an
officer under suspension nor permit any person who is not a sworn member
of the Department to use an East Grand Rapids badge or identification.
28.

Citizen complaints. Personnel shall courteously and promptly refer all citizen
complaints to a supervisor. Members shall never attempt to dissuade any citizen
from lodging a complaint against any employee of the Department. Personnel shall
follow established Departmental policies for processing complaints.

29.

Public statements and appearances. Personnel shall not:
a.

b.

Publicly criticize or ridicule the Department, its policies, or other employees
by speech, writing or expressing themselves in any other manner which is:
1)

Slanderous, libelous, obscene, or unlawful, and

2)

Tends to impair the effectiveness of the Department or interferes with
the maintenance of discipline or is made with reckless disregard for
the truth.

Address public gatherings, appear on radio or television, prepare any articles
for publication, act as correspondents to a newspaper or a periodical, release
or divulge investigative information or any other matters of the Department
while holding themselves out as representing the Department in such matters
without prior approval of the director. The Director of Public Safety or
designee must, also, approve the lecturing on public safety or other related
subjects by personnel.

30.

Telephone. Employees shall maintain at least one telephone in their residence or
shall furnish a telephone number where contact may be made by the Department and
shall immediately report any changes of telephone numbers or addresses to the
Director of Public Safety.

31.

Availability for court and other testimony
a.

Officers shall be required to appear as directed to any hearing, proceeding, or
testify in any court or before any grand jury or other governmental board or
agency when directly related to the performance of official duties or
officially notified by the Department to appear.

b.

When under subpoena or summons, officers who, for a valid reason, are
unable to answer the subpoena or summons must be excused by the court,
grand jury or body that issued the summons or subpoena.

c.

Any officer who is subpoenaed, summoned or volunteers to testify for the
defense in a criminal trial or is a party in a civil proceeding against the City
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or Department shall notify the director in writing upon receipt of the
subpoena or summons or upon deciding to voluntarily testify. Said notice
shall be given to the Director of Public Safety as soon as possible but in no
event less than seventy-two hours prior to his scheduled appearance.
Officers assigned to uniformed duties shall wear their road uniform of the
day for any testimony unless they receive prior approval to appear in civilian
clothes from the director or his designee. If civilian clothing is worn, it will
consist of a coat and tie for male employees and a dress or coordinated jacket
and slacks/skirt or blazer and slacks/skirt for female employees.

UNIFORM, APPEARANCE AND EQUIPMENT
1.

2.

Uniforms. Personnel on-duty shall wear uniforms or other clothing in accordance
with established departmental guidelines and maintain a neat well-groomed
appearance. Officers shall:
a.

Maintain a military bearing while wearing the uniform. Uniforms shall be
kept neat, clean, in good repair and well pressed at all times;

b.

Wear the duty uniform on a tour of duty; however, commanding officers
may prescribe other clothing to be worn as required by the nature of the duty
to which a particular officer is assigned;

c.

While in uniform not carry any object or wear on the uniform any item not
specifically authorized by written order of the Director of Public Safety;

d.

Not, when dressed in civilian clothes and out of the public safety building,
wear a weapon in such a manner that it will attract attention or be open to the
view of the public unless immediate accessibility is necessary;

e.

Not wear the uniform, be armed, or carry his/her badge or identification card
while under suspension. Such officer shall immediately surrender his
badges, identification card and city-issued weapon to the supervisor or
command officer notifying the offender of his suspension; and

f.

Carry and use firearms, sprays, and other weapons only in accordance with
established departmental procedures. Members shall not place weapons, or
objects adaptable for use as weapons and capable of inflicting bodily injury,
nor permit said weapons or objects to remain unattended in any location
accessible to prisoners, suspects, or non-law enforcement personnel.

Head and facial hair
a.

Hair
1)

Officers’ hair shall be evenly trimmed at all times while on duty.
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The maximum extension of the hair outward from the top of the head
shall be two (2) inches. The maximum extension from the sides of
the head shall be two (2) inches and, even though it may cover a
portion of the ears, it shall otherwise give an overall even appearance.
The hair shall at no point extend downward at the back of the neck
beyond the bottom of the cervical vertebrae. Hair shall not be
allowed to fall into the eyes while on duty.
2)

3.

F.

Officers shall keep their hair clean and combed and/or brushed while
on duty. Unnatural hair colors are prohibited. When in uniform, the
hair shall not be worn in a style which prevents the uniform cap from
resting securely upon the head.

b.

Sideburns shall not extend below the bottom of the ear and the maximum
width at the bottom of the sideburns shall not exceed one inch.

c.

Mustaches may be worn; however, they shall be neatly trimmed and shall not
extend more than one-half (1/2) of an inch beyond the corners of the mouth
nor more than one-half (1/2) of an inch below the corner of the mouth.
(NOTE: Sideburns and mustaches shall not meet.)

d.

No beards, goatees or any other type of chin whiskers shall be worn.
Exceptions may be granted by the director for non-uniform personnel.

Jewelry, other adornments, and tattoos
a.

Officers shall not wear earrings or studs while on duty. Officers may wear
watches and rings while on duty, however, officers may not wear excessive
jewelry and items worn must not present a potential safety hazard to the
officer.

b.

Items such as leather straps, chains and pierced body parts are prohibited
while on duty.

c.

Once employed by the Department, personnel shall not obtain a tattoo/body
art in an area of the body that is exposed while wearing any public safety
uniform or civilian attire. Employees with visible tattoos shall cover their
tattoo in a manner acceptable to the Department. Exceptions shall be
authorized by the Director of Public Safety or designee.

CARE OF EQUIPMENT
1.

Use of equipment, uniforms, and technological devices. Personnel shall:
a.

Maintain in proper order/condition departmental equipment/uniforms and
only utilize them for their intended purpose in accordance with established

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Rules & Regulations

3-40.27

departmental guidelines;

2.

b.

Shall not lose, abuse, or improperly, negligently, or willfully damage City
property;

c.

Report, in writing, to the director of any lost, stolen, damaged or destroyed
equipment owned by the City. Personnel who have lost, damaged, or
destroyed any equipment issued to them by the Department may be required
to make restitution if the loss or damage is the result of negligence on their
part;

d.

Promptly report the need for repairs of a City owned property issued to, used
by, or possessed by them to the director via their supervisor;

e.

Turn in any weapon found to be defective or needing repair to a supervisor.
Officers shall not alter, modify, or repair weapons on their own or through
any source other than the Department;

f.

Not service, manufacture, conceal, falsify, destroy, remove, tamper with,
withhold or convert to their own use any Department property, uniforms, or
equipment without the permission of the Director of Public Safety;

g.

Not alter or in any way change, add to or remove any parts or accessories of
any City owned property without the permission of the Director of Public
Safety. This includes buildings, office equipment, machines, clothing,
firearms, communications equipment, and motor vehicles; and

Department vehicles
a.

Personnel shall not use any departmental vehicle without permission of their
commanding officer. Use of vehicles shall be governed in accordance with
law and departmental policies and procedures. Officers shall, when
reporting for duty, inspect their assigned vehicle or apparatus, reporting any
defect or damage. When an operator fails to report any damage and it is later
discovered, it shall be assumed it occurred during his/her tour of duty.

b.

The interior of patrol vehicles shall be inspected to assure that no weapons or
contraband has been secreted within. This procedure shall be followed after
any non-departmental personnel have occupied the vehicle.

c.

No person shall be allowed to ride in public safety vehicles except members
of the Department and individuals being detained or being transported in the
course of law enforcement work unless otherwise authorized by a supervisor.

d.

Consistent with state law all Department members and their passengers shall
wear seatbelts whenever driving or riding in a city vehicle.
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Inspection and search of desks, vehicles
a.

Desks and Department vehicles assigned to or used by employees may be
inspected by a command officer in the presence of the person assigned to or
using the desk or vehicle.

b.

Desks or vehicles may be searched by a command officer at any time
deemed necessary. It is not necessary that the member be present at the time
of the search. If the member is not present at the time of the search, at least
two command officers shall be present during the search. If two command
officers are not available, one command officer, the senior P.S.O. on duty
shall be present during the search.

Inspection and search of computers, cellular phones, telephones, radios, and mobile
data terminals
a.

Employer provided data, voice, and e-mail systems, computers and computer
memory devices, telephone and cellular telephone memory banks, radio and
mobile data terminal/computer systems, and other electronic storage systems
may be "opened", "read", inspected, or searched under the direction of the
director or designee.

b.

Employees issued or allowed access to employer provided equipment and/or
systems do not have an expectation of privacy when using these devices.

PERSONNEL LOCKERS
1.

Locker regulations
a.

Personnel lockers:
1)

Are owned by the City of East Grand Rapids, Department of Public
Safety. Lockers are provided for use by departmental members and
are to be used for storage of departmental issued equipment;

2)

Shall be kept closed and locked at all times during periods when they
are not actually being accessed;

3)

Shall not contain alcohol, controlled substances (other than member's
personal prescriptions), illegal weapons or any other contraband at
any time;

4)

May be inspected by a command officer in the presence of the person
assigned to the locker; and

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Rules & Regulations
5)

H.

3-40.29

May be searched by a command officer at any time deemed
necessary. It is not necessary that the member be present at the time
of the search. If the member is not present at the time of the search,
at least two command officers will be present during the search. If
two command officers are not available, one command officer and
the senior P.S.O. on duty will be present during the search.

b.

Employees shall affix their name to the locker with a departmental approved
and provided label. No posters, signs, pictures, or other items shall be
attached to the exterior of lockers. No offensive material can be affixed to
any part of the locker.

c.

Evidence and/or found property seized by members during investigations
shall not be placed in personnel lockers at any time.

PROBATIONARY EMPLOYEES shall not:
1.

Carry Department issued weapons while off duty. The Director or Captain may
grant an exception; however, any exception must be pre-approved and in writing;

2.

Participate in secondary or off duty employment until they have successfully
completed their field training; or

I.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

J.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

K.

POLICY HISTORY
Adopted:
Revised:

7.1.98
4.16.12 , 9.11.18, 12.12.18, 7.3.19, 12.21.20, 3.18.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To provide guidelines for reporting and investigating complaints of sexual
misconduct by any Department member.

B.

POLICY. Sexual misconduct by any Department employee or volunteer is prohibited. All
complaints alleging sexual misconduct shall be investigated and, if sustained, the
misconduct will result in discipline up to and including termination from employment or
service and may include criminal charges.

C.

DEFINITION
Sexual misconduct. Any behavior by an employee or volunteer that misuses their position
or authority or power (including force) in order to commit a sexual act, initiate sexual
contact with another person, or respond to a perceived sexually motivated cue (from a subtle
suggestion to an overt action) from another person. It includes any communication or
behavior by an employee or volunteer likely construed as lewd, lascivious, harassing,
inappropriate, or conduct unbecoming an officer/civilian/volunteer and violates general
principles of acceptable conduct common to law enforcement.

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Sexual Misconduct by Department Employees
D.
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TYPES OF SEXUAL MISCONDUCT. Sexual misconduct - some of which are criminal
acts - by a sworn member, civilian employee, or volunteer directed at colleagues, citizens,
detainees, juveniles, and crime victims or witnesses, include but are not limited to:
1.

Sexual contact by force;

2.

Extorting sexual favors;

3.

Gratuitous physical contact with suspects;

4.

Officer/civilian/volunteer-initiated sexual contacts while on duty;

5.

Sexual harassment of colleagues/co-workers;

6.

Engaging in citizen-initiated sexual contact while on duty;

7.

Sexual behavior while on duty;

8.

Voyeuristic actions that are sexually motivated;

9.

Unnecessary contacts/actions taken by officers for personally and/or sexually
motivated reasons;

10.

Inappropriate and unauthorized use of Department resources and/or information
systems for other than legitimate law enforcement purposes;

11.

Contact, except when prompted by a legitimate employment related purpose, with a
subject who an employee has met as a result of the subject’s interaction with the
Department that the subject considers unwelcome, salacious and/or inappropriate.

SPECIFIC RESPONSIBILITIES
1.

2.

Department members shall:
a.

Immediately notify the Director of Public Safety or designee upon receiving
any information or complaint of sexual misconduct against a Department
employee.

b.

Be responsible for reporting any incidence of sexual misconduct by another
Department member. Failure to do so will lead to discipline up to and
including termination.

The Director of Public Safety or designee shall:
a.

Determine the potential severity of the allegations and assign appropriate
personnel and resources to initiate a complete review and investigation.
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b.

If criminal complaint is alleged, contact one of the following departments to
conduct the criminal investigation:
•
•
•
•
•

3.

F.

3-43.3

Grand Rapids Police Department
Kent County Sheriff’s Department
Michigan State Police
Kentwood Police Department
Wyoming Police Department

Supervisors shall:
a.

Document any suspicions, allegations or reported complaints, of sexual
misconduct by a department employee or volunteer; and

b.

Submit their report to the Director of Public Safety prior to the end of their
shift.

c.

If the suspicions, allegations or reported complaint is of a serious or criminal
nature, personally contact the Director of Public Safety or designee and
provide a briefing as soon as it is possible.

RETALIATION. Department members shall not retaliate against any employee or
volunteer who has complained or reported sexual misconduct by another department
member.
1.

Any evidence of retaliation shall be considered a separate violation of this policy.
Retaliation will be considered a serious violation requiring a disciplinary
response, up to, and including, termination from employment.

2.

Monitoring to ensure retaliation does not occur is a collective responsibility
shared by all employees, but it is a specific responsibility of all supervisors,
management, and the Director of Public Safety

G.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

H.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

I.

POLICY HISTORY
Rescinds:
By order of:

N/A

Adopted:
Reviewed:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To outline personnel use of social media and social networking and the
effect it has upon the reputation, perception and the safety of the Department and its
members.

B.

POLICY
1.

2.

Employees:
a.

Shall not use social media or social networking, such as online forums,
message boards or bulletin boards, blogs and other similarly developed
formats, in any way that might tarnish the department’s reputation.

b.

Are held to a higher standard than members of the general public. Online
activities must adhere to the expectations and standards of the Department
as outlined in the Manual of Policy & Procedures, Rules & Regulations,
and other directives. Any online activity, within the context of this policy
that detracts from the department’s mission or reflects damagingly on the
Department or its personnel is a violation of this policy.

The goals are to:
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C.
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a.

Encourage employees to confine their social networking to matters
unrelated to the Department to help protect their personal safety and that
of their families; and

b.

Ensure compliance with court rules, federal and state regulations and laws
of privacy that are associated with being an employee of a law
enforcement entity. This policy is not intended to restrict the flow of
useful and appropriate information or communication among employees,
but to help manage the risk to the Department, its members, and their
families.

Personnel are expected to use Department complaint/grievance procedures to
report a complaint of mistreatment or displeasure with the operation of the
department, a practice, or an issued directive. This does not preclude reporting
suspected illegal activity to a federal or state agency or discussions among
employees to facilitate the reporting of a complaint or grievance.

DEFINITIONS
Avatar. A computer user’s representation of himself/herself, or an alter ego.
Blog. A series of entries, written by either one person or a group of people, in an online,
usually posted in chronological order, like a diary. Blogs can allow comments on entries
or not.
Commenting. The act of creating and posting a response to a blog post, news article,
social media entry or other social networking post. Commenting can also entail the act of
posting an original composition to an unrelated post or article.
Forum. An online discussion site.
Handle. The name of one’s online identity that is used most frequently. It can also be
the name of one’s Twitter identity.
Identity. An online identity, Internet identity or Internet persona that a social networking
user establishes. This can be a real name, an alias, a pseudonym, or a creative
description.
Internet. A computer network consisting of a worldwide network of computer networks
that use the TCP/IP network protocols to facilitate data transmission and exchange.
Mobile Social Networking. Social networking using a mobile phone or other cellular
based device.
Posting. The act of creating, uploading, editing, or adding to any social media outlet.
This includes text, photographs, audio, video, or any other multimedia file.
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Social Media. A variety of online sources that allow people to communicate, share
information, share photos, share videos, share audio, and exchange text and other
multimedia files with others via some form of online or cellular network platform.
Social Networking. Using such Internet or mobile formats including but not limited to
Facebook, Twitter, MySpace, LinkedIn, Foursquare, Gowalla Police Pulse, The Squad
Room, Usenet groups, online forums, message boards or bulletin boards, blogs and other
similarly developed formats, to communicate with others using the same groups while
also networking with other users based upon similar interests, geographical location,
skills, occupation, ideology, beliefs, etc.
Username. The name provided by the participant during the registration process
associated with a Web site that will be displayed publicly on the site.
World Wide Web. Computer network consisting of a collection of Internet sites that
offer text, graphics, sound, and animation resources through the hypertext transfer
protocol.
D.

RULES. Personnel shall not:
1.

Use Department computers, cell phones, electronic devices, any Department
electronic e-mail address, or other identifier, including social media or social
networking, for any unauthorized purpose.

2.

Use any social media or social networking platform while on duty unless the
Director or designee grants permission.

3.

Unless granted permission by the Director or designee, or are otherwise permitted
by law, post the following on any social media or networking platform, either on
their own sites or any other site, news media pages, or other forums any:

4.

a.

Text, photograph, audio, video, or any other multimedia file related to any
investigation, both current and past, of this department.

b.

Text, photograph, audio, video, or any other multimedia file related to any
past or current action of this department and/or its personnel.

c.

Logos, badges, seals, uniforms, vehicles, equipment, or any item or
symbol that is affiliated with this department.

d.

Item, symbol, wording, number, likeness, or material that is identifiable as
belonging to this department.

e.

Text, photograph, audio, video, or any other multimedia file that is related
to any occurrence within the department.

Personnel who choose to maintain or participate in social media or social
networking platforms while off duty shall:
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a.

NOT disseminate information in violation of any law, policy, procedure or
rule of the State of Michigan, City of East Grand Rapids, or of this
Department; and

b.

Conduct themselves in a manner that will not reflect damagingly upon the
Department or its mission as outlined in Section 3-11: Rules &
Regulations, subsections A.3.; Compliance/Adherence to Rules &
Regulations; D.2.; Conduct Unbecoming Department Personnel; and
D.10.; Professional Conduct of the Manual of Policy & Procedures. In the
course of operating or participating in such venues, the following rules
shall apply:
1)

Unless explicitly granted permission by the Director or designee,
personnel shall not identify themselves specifically or infer that
they are a member of this Department. This rule is for the purpose
of personal safety for Department members and their family and to
avoid conflict with Manual of Policy & Procedures Section 3-11:
Rules & Regulations, D.24.: Abuse of Position; D.25.;
Endorsements, Referrals and Political Activity; D.26.:
Associations; and D.29.; Public Statements and Appearances.
Note: Identifying oneself as a member of the municipal entity
rather than the Department is acceptable, but not encouraged.

2)

Personnel are responsible for the content that appears on their
maintained social media or social networking sites. As a safety
precaution for the employee and their family, any postings or
material that identifies personnel as a member of the Department
will be obligated to be removed. Any posting or materials added to
the site that identifies personnel as an employee of the municipal
entity may remain. All postings should be evaluated to ensure they
do not place the member or their family at risk.

3)

Personnel are responsible for the content that appears on their
maintained social media or social networking sites. They will be
obligated to remove any social media post or display of comments
about coworkers or supervisors or the employer that are untruthful,
libelous, hateful, vulgar, obscene, threatening, intimidating,
harassing, or a violation of the employer’s workplace policies
against discrimination, harassment, or hostility on account of age,
race, religion, sex, ethnicity, nationality, disability, or other
protected class, status, or characteristic.

4)

Personnel shall not post, or permit anyone else to post on their site,
materials that are sexually graphic or explicit, disparaging of any
race, religion, gender, sexual orientation, weight, disability, or
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national origin, otherwise promoting legal or illegal substance
abuse of any kind, or the promotion or depiction of gratuitous
violence.
5)

Any posting that detracts from or interferes with the department’s
mission will be considered a direct violation of this policy.

5.

Unless authorized, employees shall not use their rank or title in any social media
or social networking activity, including inclusion of rank or title into the
employee’s personal e-mail address or any online identity or avatar. If any of
these currently exist, contact the Director or designee for guidance.

6.

The employer may order personnel to provide the Department, or its designated
investigator, with access to any social media and social networking platforms they
maintain or in which they participate If the employer reasonably believes that the
person’s social media activity is relevant to an administrative or internal
investigation.

E.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

G.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
4.16.12
9.10.18
3.18.21

By order of:

Mark A. Herald, Director of Public Safety

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

4-4.1

Manual of Policy & Procedure
Personnel Administration & Career Development
Section 4-4:

Risk/Freq.:

Field Training & Evaluation Program
Distribution:

HR/LF
Effective Date:

All Sworn Personnel

12.27.21
Total Pages:

MLEAC Standards:

1.9.3

10

Table of Contents Section 4-4:
A.
B.
C.
D.
E.
F.
G.

Purpose ........................................................................................................ 1
Considerations .......................................................................................... 1-2
Specific Responsibilities .......................................................................... 4-5
Field Training Program & Administration ............................................. 5-10
Compliance ............................................................................................... 10
Officers Assigned to Other Agencies ........................................................ 10
Policy History ........................................................................................... 10

A.

PURPOSE. To establish procedures for the implementation and operation of the Field
Training Officer (FTO) program.

B.

CONSIDERATIONS
1.

The Department recognizes employees are its most valuable assets. Employees
provide the foundation for accomplishing the Department’s goal of collaborating
with the community to provide a safe and satisfying environment for citizens and
visitors to the community.

2.

The field training program:
a.

Mission is to improve the overall effectiveness and efficiency of public
safety service delivery.

b.

Serves as an extension of the applicant screening process designed to:
1)

Facilitate “on-the-job” observations and performance assessment.
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2)

Assess the relative effectiveness of candidate recruitment and
assessment process together with the Commission of Law
Enforcement Standards (MCOLES) basic training/certification
process.

3)

Ensure basic standards are met for employing a competent public
safety officer.

4)

Protects the integrity and effectiveness of the Department by
assisting in screening out those recruits not well suited for a career
with the East Grand Rapids Public Safety Department.

d.

Provides a valid post-basic training academy evaluation of the
probationer’s performance utilizing standardized and systematic
approaches to job task performance documentation. Specific
documentation of performance serves as the primary criteria for the
retention or termination of the probationary candidate.

e.

Allows field training officers (FTOs) to serve as role models to
probationary officers in the development of the knowledge, skills, and
abilities needed to perform patrol duties. Training materials are provided
to reinforce the learning process.

f.

Provides retraining and orientation to sworn personnel returning to
assignments after extended absences. Sworn officers:
1)

Absent for a period of six months or more will be assigned to a
field training officer for a minimum three-day period.

2)

Assigned with a field training officer - during their FTO time - will
not be subject to the evaluation program required of probationers
in training. The field training officer’s function is to re-familiarize
the officer with agency forms and updated policies and procedures
to ensure that returning personnel meet all re-qualifications in skill
areas.

3)

Returning to an assigned shift from extended absences or
assignments will receive such retraining and orientation as part of
their regularly scheduled patrol duties and, as such, will be
assigned as part of a two-officer unit that can be utilized to manage
any two-officer call assignments at the discretion of the field
training officer.
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SPECIFIC RESPONSIBILITIES
1.

2.

The captain shall:
a.

Administer and coordinate the Field Training and Evaluation Program for
assigned probationers.

b.

Assist the field training sergeant with the general administration and staff
monitoring of all probationers for the duration of their probationary
period.

The field training sergeant shall:
a.

Assist the captain with the general administration and staff monitoring of
all probationers for the duration of their probationary period.

b.

In concert with the captain, plan, direct, and evaluate field training
assignments, including changes in such assignments.

c.

Work closely with other shift sergeants during the field training and
evaluation program to determine and correct any training deficiencies. The
captain may recommend extension of a step for additional training and
coaching.

d.

Ensure the needed/required number of days of training and evaluation are
completed.

e.

(May) advance a probationer at an accelerated rate through the field
training and evaluation program if the training tasks are complete and the
probationer has demonstrated proficiency in those areas. This applies
primarily to a probationer with prior law enforcement experience.

f.

Coordinate, when appropriate, the preparation of a report of the
probationer’s development and submit it to the director of public safety
with a recommendation to retain or terminate the probationer - assigned
supervisors and field training officers will provide input in this report as
required.

g.

Conduct a weekly review of the “Daily Observation Report Notebook” to
determine if it is current and properly completed.
1)

Upon reviewing the “Daily Observation Report Notebook,” the
field training sergeant should note any questions or concerns on the
“Weekly Review Log” form. The field training officer will later
review the “Weekly Review Log” to address the noted issue.
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Schedule weekly meetings with the field training officer and the
probationer to:
1)

Address training tasks and ensure they are up to date.

2)

Review the “Weekly Performance Summary Report.”

3)

Discuss, and document the areas the probationer:

4)

3.

4.
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a)

Is doing well in; and

b)

Needs the most improvement indicated by the weekly
“Daily Observation Report” performances averages.

Determine if any not responding to training (NRT) entries
occurred, and if deficiencies were corrected to an acceptable level
by the end of the work week. If a not responding to training has not
been resolved, then the field training sergeant and field training
officer will complete a formal performance improvement plan.

Shift sergeant(s) shall:
a.

Ensure the field training and evaluation program is properly administered
daily. Various sources of information should be utilized to achieve these
goals.

b.

If performing as the on-duty shift sergeant:
1)

Review and sign the probationary officer’s “Daily Observation
Reports” paying close attention to the comprehensiveness of the
field training officer’s documentation.

2)

Review the daily training plans.

3)

Communicate with the field training officer regarding the
probationary officer’s performance.

Field training officer(s)shall:
a.

Be selected and appointed following the process in the Manual of Policy &
Procedure Section 4-19: Promotion & Special Assignment Policy.

b.

Receive an MCOLES approved FTO course of instruction based on the
San Jose model of field training at the earliest reasonable opportunity after
appointment to the program and prior to training any probationers.
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c.

5.

D.

Assume two primary roles - that of a:
1)

Public safety officer assuming full patrol responsibility; and

2)

Trainer/assessor/coach for probationers.

d.

Complete the “Daily Observation Reports” consistent with the standard
evaluation guidelines and review the DOR notebook for accuracy.

e.

Assist the probationer with completing the “Daily Training Plan” which:
1.

Outlines items that the probationer needs to improve during the
next working day.

2.

Is attached to a “Daily Observation Report” on the day the tasks
are completed.

f.

Explain and/or demonstrate the training tasks.

g.

The field training officer will:
1)

Discuss with the probationer his/her performance evaluation and
training; and

2)

Inform the probationer of any performance that does not meet
standards.

h.

Participate in the weekly summary review meetings with the probationer
and the field training sergeant.

i.

Periodically check the front of the “Daily Observation Report Notebook”
to review notes left on the “Review Log” by the field training sergeant.

Probationer assignment. During the field training and evaluation program,
probationers:
a.

Shall primarily be assigned to patrol; but

b.

May be assigned to other departmental units for the purpose of
familiarization as determined by the director of public safety.

FIELD TRAINING PROGRAM & ADMINISTRATION
1)

4-4.5

Administrative processing/orientation
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b.

c.
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The probationer shall receive administrative processing and agency
orientation consisting of:
1)

An introduction to the Department’s policies, procedures, critical
skills, and training tasks; and

2)

Issuance of a “Probationary Officer’s Manual” containing the
following:
a)

A copy of the Manual of Policy & Procedure Section 4-4:
Field Training & Evaluation Program.

b)

Lists of required training tasks; and

c)

Map overlay of the City of East Grand Rapids.

Designated training tasks
1)

Steps 1, 2, and 3 shall be demonstrated or explained by the field
training officer to the probationer. Each task must be understood
by the probationer, ensuring he/she can proficiently perform it.

2)

The training tasks will then be signed and placed into the “Daily
Observation Report Notebook.”

3)

Each “Step” shall be a minimum of twelve ten-hour workdays.
Adjustments can be made for officers with prior experience.
However, all newly hired officers will do at least four weeks in the
field training program.

Field training & evaluation steps 1-6
1)

2)

Step 1 shall be a minimum of twelve ten-hour workdays. The
probationer should:
a)

By the end of Step 1, be completing 25% of the workload.

b)

After successful completion of Step 1, move to a new field
training officer for Step 2.

Step 2 should be a minimum of twelve ten-hour workdays. The
probationer should:
a)

By the end of Step 2, be completing 55% of the workload.
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b)
3)

4)

5)

6)
d.

After successful completion of Step 2, move to a new field
training officer for Step 3.

Step 3 should be a minimum of twelve ten-hour workdays. The
probationer should:
a)

By the end of Step 3, be completing 95% of the workload.

b)

After successful completion of Step 3, be reassigned to the
Step 1 field training officer for Step 4.

Step 4 should be a minimum of twelve ten-hour workdays. The
probationer:
a)

Should be completing 100% of the workload.

b)

Shall assume primary contact officer responsibilities.

c)

Must successfully complete Step 4 to advance to solo
patrol.

Step 5 shall be a minimum of five eight-hour workdays. The
probationer shall:
a)

Complete a series of training tasks related to firefighting.

b)

Be assigned to a field training officer/fire instructor who
shall conduct fire related training on departmental
equipment and tactics.

c)

If not certified as FF I & II, while participating in the field
training and evaluation program, complete Step 5 following
their successful completion of an accredited fire academy.

d)

Following successful completion of Step 5, be placed on an
assigned shift to assume full solo patrol duties.
(Probationers must successfully complete Step 5 to
continue employment.)

Step 6 shall be the balance of the probationer’s probationary
period.

Evaluation program
1)

4-4.7

“Daily Observation Report”
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2)

3)

c)

The “Daily Observation Report” shall be completed by
field training officers during each patrol shift.

d)

Field training officers shall use the standard evaluation
guidelines to properly rate probationers.

“Weekly Summary Report”
a)

The field training officer shall complete this report.

b)

The field training sergeant and field training officer shall
review the “Weekly Summary Report” with the
probationer. All involved parties sign off on the summary.

The “End of Step Report” shall:
a)

Be completed at the scheduled end of Steps 1 – 4.

b)

Document that the probationer is to advance to the next
step or that training is to be extended at the current step.

c)

Include the following criteria to determine if the
probationer is prepared to advance to the next step:

d)
4)

4-4.8

(1)

The probationer has consistent improvement
towards acceptable performance in all “Daily
Observation Report” categories.

(2)

All training tasks are up to date.

(3)

The probationer is functioning at or near the proper
workload percentage.

(4)

The field training sergeant and current field training
officer both recommend advancement.

If the original report, be kept in the “Daily Observation
Report Notebook.”

The “Review Log”:
a)

Facilitates the flow of information back to the field training
officer from the field training sergeant or shift sergeant.

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Field Training & Evaluation Program

5)

b)

Is used whenever the field training sergeant or shift
sergeant discovers a discrepancy or has a question
regarding “Daily Observation Report Notebook”
documentation.

c)

Should be kept in front of the “Daily Observation Report
Notebook.”

d)

Shall be reviewed by the field training officer at the
beginning of every shift.

e)

Upon review of a log entry, the field training officer shall
address the concern and then initial the entry.

Field training officer performance
a)

2.

4-4.9

The captain and the field training sergeant shall evaluate
the field training officers performance based on the
following factors:
(1)

The quality of the “Daily Observation Reports” and
other documentation submitted by the field training
officer.

(2)

Field training officer performance in the training of
critical skill areas and coaching techniques.

(3)

Command staff assessment of the field training
officer’s performance.

Employment status process
a.

A recommendation for termination may be initiated at any time during the
probationary period when performance is not at an acceptable level. The
termination process is as follows:
1)

Any recommendation for termination shall be forwarded to the
director.

2)

The captain and field training sergeant shall:
a)

Gather all supporting data related to the recommendation;
and

b)

Prepare a detailed report concerning the recommendation
and forward it to the Director of Public Safety.
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3)

c.
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The director shall:
a)

Review the report and discuss the matter with the captain
and field training sergeant.

b)

If he/she concurs with the recommendation, terminate the
probationer.

The probationary period:
1)

Will conclude at the one-year anniversary of employment if the
probationer is performing at satisfactory levels.

2)

Can be extended if the probationer has not completed certification
for fire Fighter I & II. In this case, the probationary period will be
extended until all job requirements are fulfilled.

E.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

G.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
4.2.18
12.21.18, 7.4.19, 12.27.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish guidelines for individuals utilizing the East Grand Rapids
Department of Public Safety’s Fitness Center.

B.

POLICY. Current City employees and persons specifically authorized by the director of
public safety or designee may use the fitness facility and equipment located in the Public
Safety building.

C.

RULES. Persons using the fitness center shall:
1.

If working out alone, notify at least one in-house person (sworn or civilian) prior
to beginning their workout and notify the same person (sworn or civilian) when
finished with their workout. Having two people in the room is preferred.

2.

Always wear appropriate exercise apparel, shoes and shirts while utilizing the
center.

3.

Not bring or eat food while in the fitness center.

4.

Return all fitness equipment to its proper location after use.
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5.

Clean the equipment after use (Cleaning solution and paper towel are provided).
The public safety clerks should be advised when cleaning materials need
replacement.

6.

Immediately attach the “OUT OF SERVICE” sign to equipment in need of repair.
(They will be located on the shelf near the stereo.)

7.

Report any broken or malfunctioning equipment to the captain or designee as
soon as possible. He/she will arrange to have the equipment repaired.

8.

Be subject to disciplinary action for abusing the center, equipment, or violates
established safety rules.

9.

Speak with a supervisor if an orientation training is desired prior to using the
fitness facility.

MISCELLANEOUS. The captain shall:
1.

Accept and review recommendations for new equipment needs.

2.

Establish a replacement schedule for the treadmills and elliptical.

3.

a.

As part of the preventative maintenance program, the company doing the
maintenance, will provide recommendations as to the need for
replacement of equipment.

b.

Replacement costs for the treadmills and elliptical will be part of the
budget considerations.

Establish a regular schedule for inspection and maintenance of equipment.
a.

A preventative maintenance provider will be contracted to do preventative
maintenance on an annual or bi-annual basis.

E.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

G.

POLICY HISTORY.
By order of:

Rescinds: N/A
Adopted:
Revised: 12.3.18, 7.4.19, 12.13.21
Reviewed:

Mark A. Herald, Director of Public Safety
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PURPOSE. To:
•

Guide the Department in selecting candidates for appointment to the position of
public safety officer pursuant to all applicable federal, state, and local statutes;
and

•

Outline the application and selection process (e.g., resume submission, testing,
interviewing, etc.) used to screen prospective personnel.

•

Guide the Department in selecting non-sworn personnel.

DEFINITIONS
Applicant. An individual who has completed the City of East Grand Rapids employment
application and sent in a resume for a currently posted Public Safety position.
Candidate. An applicant who has completed any necessary testing, an oral interview and
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has been selected to continue on to have a background investigation completed.
Job Related. The evaluation of applicants/candidates based on traits and characteristics
that are a significant part of the job.
Michigan Commission on Law Enforcement Standards (MCOLES): The state agency that
governs police officer training and certification.
C.

POLICY. The Department shall:
1.

Work in conjunction with the City’s Human Resources Department to hire all
Public Safety Department employees and use procedures that are valid, useful, job
related and have minimum adverse impact.

2.

Ensure all phases of the selection process are administered, scored, evaluated, and
interpreted in a uniform manner.

3.

Once the oral interviews begin, secure all materials related to the selection
process in Department administrative offices. Personnel not connected with the
selection process will not have access to these materials unless directed by the
director of public safety or designee. The captain shall hold any materials
acquired from interested parties accumulated prior to the oral interview process.

4.

Forward all materials relating to the hiring process for applicants not chosen for
employment, including background investigations, to the Human Resources
Department who will maintain the materials for a minimum of two (2) years after
the close of the process.

5.

Notify, in writing, applicants who are not eligible to move from one stage of the
process to the next, or those candidates who are deemed ineligible for
appointment at the conclusion of the process, within thirty (30) days unless
otherwise specified in this procedure. The notifying member shall inform the
applicant/candidate that even though they were not selected this time, it does not
prevent them from reapplying later.

D.

SPECIFIC RESPONSIBILITY. The director of public safety is responsible for the final
selection of candidates for employment.

E.

HIRING PROCESS
1.

Advertisement process
a.

A reasonable application period – at least two weeks – will be established
with the filing deadline advertised in announcements.

b.

The Human Resources Department will:
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1)

Advertise via electronic media, print media, and any other source
(i.e., all Michigan police academies, community service
organizations, MCOLES, etc.) deemed applicable to reach as many
potential applicants as possible for the open position(s).

2)

Maintain a list of organizations to which notifications will be sent
out.

3)

Ensure announcements for all openings within the Department are
posted in the newspapers, community service organizations, City
websites, etc.

Application process
a.

In the advertisement for public safety officer positions, any individuals
interested in the position of Public Safety Officer will be:
1)

2)

b.

c.

Informed that qualified persons must submit a:
a)

City of East Grand Rapids application for employment; and

b)

Resume with references.

Notified that the City of East Grand Rapids is:
a)

A drug-free workplace and a pre-employment drug
screening is required; and

b)

An equal opportunity employer.

The list produced by the captain shall be valid for one year. If the
number of positions to be filled exceeds the number of qualified
applicants during the one-year period, the captain may:
1)

Re-open the position.

2)

Directly recruit and invite applicants to apply on the city website.

3)

Evaluate the new applicants for qualifications with an interview
panel and extend conditional offers of employment pending
background investigation, physical agility test, and successful
passing of the EMPCO written test if they have worked as a police
officer for one year or less.

If the applicant has one year or less experience as a police officer they will
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be:

3.

1)

Advised
to
visit
the
EMPCO
website
at:
http://www.empco.net/testing/ for test date(s), time(s) and other
information regarding their testing process.

2)

Instructed to follow the directions on the website to complete the
EMPCO application.

3)

Notified the person must complete the test as a condition of
employment.

Physical tests
a.

b.

The captain or designee shall:
1)

After the predetermined time, produce a list of applicants.

2)

Contact and invite qualified individuals to take the physical agility
test and advise them of the test date, time, and location.

Physical agility tests. Applicants must pass all test events on a pass/fail
basis. Note: Laminated copies of instructions - and score sheets - for both
tests are in the captain’s cabinet in the top drawer in the firefighter test
folder.
1)

Firefighter agility test:
a)
b)
c)
d)
e)

c.

Joist Walk (50 seconds)
Simulated Rescue (150 seconds)
Hose Drag/Couple (120 seconds)
Forcible entry (20 seconds)
Climb the 100-foot aerial ladder. (No time)

Items needed for the test:
1)
2)
3)
4)
5)
6)
7)
8)
9)
10)

Stop watches
Sledgehammer
2 sections of rolled 2 ½ inch hose line taped
Rescue dummy
3 sections of 2 ½ inch hose line
1 air pack
Thick piece of wood for forcible entry
2 roof ladders
Chalk to mark starting lines for firefighter test.
100’ tape measure
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Clipboards/pens for scorers

The captain or designee shall contact and schedule the approved number
of applicants for oral interviews.

Oral interviews
a.

b.

c.

d.

The captain shall:
1)

Convene a board of sworn personnel from the Public Safety
Department and at least one member from the Human Resources
Department to conduct oral interviews.

2)

Determine the number of applicants to be interviewed based on the
positions available and recommendations of the director of public
safety.

3)

Contact each applicant and inform them of the date, time, and
location of their interview.

The oral board:
1)

Shall ask pre-determined questions that are consistent with job
related activities, work history, education history, the ability to
make decisions in hypothetical situations, and, to the best extent
possible, determine a "fit" with the organization.

2)

May ask questions other than those predetermined as follow-up to
any answers given or circumstances that arise.

3)

Shall recommend applicants for a second interview with the
director of public safety. The director of public safety will
determine the number of second interviews based on the number of
openings that exist.

Notifications. The captain shall notify applicants:
1)

Eliminated from the process in writing within 10 days of their oral
interview.

2)

Eligible for an interview with the director of the date, time, and
location of their second interview.

The director of public safety – after the second interview – will inform the
captain which candidate(s) will receive a background investigation. The
captain will notify all applicants not continuing in the process.
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Conditional offer of employment
a.

The director of public safety – after consulting with appropriate City and
Department personnel – shall determine which candidate receives a
“Conditional Offer of Employment.”

b.

The candidate shall sign and date the “Conditional Offer of Employment.”
The signed offer shall then be forwarded to the Human Resources
Department for retention.

Background investigations. The captain and/or designee shall:
a.

Oversee and assign a trained background investigator to conduct the
investigation.

b.

Notify the candidate a background investigation will be completed and
approximately when it will begin.

c.

Give a “Background Packet/Questionnaire” to the candidate to complete.
Once returned, the investigator will have the necessary information to
complete the background check including personal references, education
history, work history, etc.
1)

Minimum Requirements. The background check shall include:
a)
b)
c)
d)
e)
f)
g)
h)
i)
j)
k)
l)

Fingerprint check for criminal record
Driving history and license verification
Review of the candidate application/resume to confirm
meets eligibility requirement
Verification of personal references (Minimum of 3)
Criminal history check in LEIN/NCIC
Verification of employment references
Law enforcement agency checks
Background packet
Military references/check
Education records
MCOLES records
Financial records

*Note: All sections shall be checked/signed off on the
“Background Investigation Checklist.”
2)

During the background phase, candidates may be eliminated from
the hiring process for:
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a)

Untruthfulness – at any point in the process will be cause
for immediate removal.

b)

Failing to disclose information discovered during the
background check – which may be cause for removal
depending on the nature of the omission.

Once the background check is complete, the director of public
safety, captain, and background investigator will meet to determine
if the candidate should be eliminated as a result of information
gathered. If a candidate is eliminated, the captain will notify the
candidate within 14 days.

Pre-hire process
a.

b.
8.
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After passing the background investigation and signing the “Conditional
Offer of Employment,” the candidate shall complete a:
1)

State required physical examination to determine fitness for the
position by a physician of the City’s choosing.

2)

Psychological examination by a licensed
psychologist of the City’s choosing; and

3)

Drug screen at a lab of the City’s choosing.

psychiatrist

or

After satisfactorily passing all City required examinations, the candidate
may be employed by the Department as a public safety officer.

Administrative processes. The captain or designee shall ensure the new public
safety officer is:
a.

Prior to appointment, sworn in by the city clerk giving assurance of
fidelity by taking and signing the “Oath of Office” to enforce the law and
uphold the United States and State of Michigan Constitutions.

b.

Issued police and fire uniforms - including but not limited to turnout gear,
bullet resistant vest, duty belt, boots, shoes, issue weapon, etc.

c.

Assigned a locker.

d.

Granted computer/electronic access to:
1)
2)
3)

East Grand Rapids computer systems/e-mail
Mobile data computer
Talon
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IyeTek
Digital video camera
Voicemail
Key card access

e.

MCOLES activated.

f.

Issued a city employee ID number.

New hire training. All new public safety officers:
a.

Who recently graduated from the police or fire academy and/or have
limited law enforcement or firefighting experience may, if necessary
and/or appropriate, be assigned to the “In-house Training Academy.”

b.

Shall complete the Department approved “Field Training Program.”

c.

Shall attend and complete an approved medical first responder training
program and receive MFR certification, if not already certified.

d.

If not fire certified, shall attend, and complete an approved Firefighter I &
II training program and receive FF I & II certification.

Probationary period. All new public safety officers:
a.

Shall serve a one-year probationary period which can be extended if all
necessary certifications are not obtained.

b.

Must meet all established standards and have acceptable performance
evaluations in order to continue employment.

c.

Not meeting work performance criteria will receive remedial training to
bring the employee up to standards. If continued training and performance
improvement plans do not help, the probationary officer may be
terminated.

SEPARATION RECORDS. (Public Act 128 of 2017)
1.

Duties & immunities of separating agency. The Department shall:
a.

Create and maintain a record regarding the reasons for, and circumstances
surrounding the separation.

b.

Provide that record to another agency seeking to employ the officer, upon
receiving an executed copy of Section C of the MCOLES “Authorization
for release of Information Form.”
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c.

Allow an officer who has been separated to review the record.

d.

If they receive a separated officer’s written explanation explaining his or
her position and the basis for a disagreement with the City’s explanation
of the separation, keep that written explanation with the record, and
provide it to an agency to which it provides the record as required in the
Act.

e.

If it provides the record regarding the reasons for, and circumstances
surrounding, the separation to another agency is immune from liability for
that disclosure unless the agency knew the information in the record was
false or misleading, disclosed the information with reckless disregard for
the truth, or the disclosure is otherwise prohibited by law.

Duties of agency seeking to employ a current or previously licensed officer. The
agency shall:
a.

Not employ a separated officer unless the agency has received the record
regarding the reasons for, and circumstances surrounding, the separation.

b.

Acknowledge receipt of the circumstances surrounding this individual's
separation from employment on the “MITN License Activation” or “New
Hire” report. The “Authorization for Release of Information” must still be
forwarded to MCOLES with the license activation or new hire documents.

Duties & rights of a separated officer. If the officer:
a.

Seeks employment by another agency, he/she must execute Section C of
the MCOLES “Authorization for Release of Information Form.”

b.

Executes Section C of the MCOLES “Release of Information Form,”
he/she must provide that form to any agency with whom the officer seeks
employment. The officer may:

c.

G.
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1)

Review the record upon making a request to the separating agency.

2)

Request a correction or removal of any portion of the record he or
she believes is incorrect.

Cannot agree with the separating agency concerning a correction or
removal, he/she may submit to the separating agency a written explanation
explaining his or her position and the basis for the disagreement.

NON-SWORN PERSONNEL HIRING PROCESS
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1.

2.

Application process:
a.

Complete a City of East Grand Rapids application for employment; and

b.

Resume with references.

Notified that the City of East Grand Rapids is:
a.
b.

H.

A drug-free workplace and a pre-employment drug screening is required;
and
An equal opportunity employer.

3.

Complete Oral Interview

4.

Background check to include:

5.
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a.

Fingerprint and criminal record check.

c.

Driving history and verification of operator’s status if driving is required.

d.

A review of the candidate’s application and pre-employment questionnaire
to confirm/verify meeting eligibility requirements for the position applied
for.

e.

Verification of at least three personal references.

f.

Criminal history check through LEIN/NCIC.

Administrative processes. The captain or designee shall ensure the new public
non-sworn personnel is:
a.

Assigned a locker.

b.

Granted computer/electronic access to the computer systems needed:

c.

Issued a city employee ID number.

d.

Completes all administrative paperwork with human resources.

e.

Introduced to all staff.

MAINTENANCE OF EMPLOYMENT & HIRING RECORDS. The Human Resources
Department shall:
1.

Archive and maintain all:
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a.

Applications of those not employed after the hiring process is complete.

b.

Medical records of candidates employed.

c.

Completed background investigations of candidates employed.

Keep on file the background investigations of candidates not hired for a period of
two years and then destroy the background investigations according to procedures
established by the Human Resources Department.

I.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

J.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

K.
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A.

PURPOSE. To establish a system for the development and maintenance of job descriptions
within the East Grand Rapids Public Safety Department.

B.

DEFINITION
Job Description. A written document outlining the essential knowledge, skills, and abilities
required to perform a specific job for the City. This includes the essential job functions and
working environment.

C.

SPECIFIC RESPONSIBILITIES
1.

The director of public safety shall:
a.

Maintain a current job description for each identified class. Each job
description shall be reviewed and approved by the City’s Human Resources
Department.

b.

Place each job in a class with other jobs that have similar job functions, and
qualification requirements.
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c.

Ensure new employees receive a copy of their job description.

d.

Provide a copy of the job description or specialized assignment description
to an employee anytime he/she is promoted, transferred, or moved into a
specialized position.

e.

Maintain a current copy of job descriptions and assignment descriptions for
each class of employee within PowerDMS in the Job Descriptions folder so
that all employees:
1)

Have access to the information for the purpose of career path
enhancement and completion of annual appraisals (for command
staff); and

2)

Become aware of their job expectations.

The director of public safety/designee shall:
a.

Modify or develop any necessary job/assignment descriptions.

b.

Make every effort to accurately define the job descriptions; and

c.

Work with the City’s Human Resources Department to obtain their final
job description approval.

MISCELLANEOUS
1.

Job reclassification. Any employee who believes their job is so specific that it
should have its own job description may put in a request for reclassification to the
Director. If a reclassification study is initiated, the Director will work with the HR
department to conduct a job reclassification study.

2.

Each job description should include:
a.

Job title;

b.

Statement on the nature of the work performed;

c.

Essential job functions/duties;

d.

Desired knowledge, skills, and abilities to successfully perform the job;
and

e.

Desired education and experience levels.
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3.

Compensation. Job classification compensation is covered in the collective
bargaining agreements for union employees and city agreements for non-union
personnel.

4.

Current job and assignment descriptions within the Department are:
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.
k.
l.

Public Safety Director
Public Safety Captain
Detective Sergeant
Staff Sergeant
Sergeant
Public Safety/Community School Liaison Officer
Public Safety Officer
Public Safety Clerk
Adult Crossing Guard Supervisor
Adult Crossing Guard
Pedestrian Sign Placement Operator
Bike Patrol Cadet

E.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

G.

POLICY HISTORY
Rescinds:
Adopted:
Edited:
Revised:

N/A
5.1.18
10.23.18
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Mark A. Herald, Director of Public Safety
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A.

PURPOSE: To establish guidelines for evaluating the work performance of Department
personnel.

B.

POLICY
1.

Performance evaluations shall:
a.

Provide and maintain a fair and consistent appraisal holding all full-time
employees accountable to a set of well-defined performance expectations
relative to the “City of East Grand Rapids Job Description” and applicable
assignment descriptions set forth by the Department.

b.

Formally document and provide an honest, objective assessment of an
employee’s job performance addressing any below expectation
performance for improvement and identifying and recognizing any above
expectation performance.

c.

Be conducted on an annual basis for all full-time employees after their
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probationary period has passed. Probationary officers shall be governed
by evaluations set forth in the “Field Training Program.”

2.

d.

Consist of a written appraisal document (TALEO) in conjunction with a
face-to-face meeting between the employee and their immediate
supervisor to review the evaluation.

e.

Afford employees the opportunity to express ideas, concerns,
problems, etc. Also, this is an opportunity for the employee to
respectfully suggest possible ways he/she and their supervisor may be able
to improve his/her performance.

f.

Be completed by the employee’s immediate supervisor. The signed
appraisal document shall ultimately be reviewed up the chain of
command.

e.

Be kept in the employee's personnel file located at City Hall by the
Human Resources Department for the length of time mandated by the
State of Michigan General Retention Schedule.

All evaluating supervisors (i.e., director, captain, detective sergeant, staff
sergeants & sergeants) shall be:
a.

b.

Trained in the Department’s performance evaluation process and how to
conduct the performance evaluation and employee review fairly and
impartially. The Captain/Human Resources Department should:
1)

Hold annual trainings with evaluators to keep them updated on
determining rating values; and

2)

Review applicable administrative law as it relates to performance
evaluations.

Responsible for:
1)

Conducting an appropriate evaluation review session with the
officer to include:
a)

A review of the results of the evaluation.

b)

The levels of performance expected.

c)

The goals to achieve for the upcoming evaluation

d)

Career goals.
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C.

e)

Training interests.

f)

Completing the “Performance Evaluation Checklist.”
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Being fair and objective in the evaluation.

Evaluated by their supervisor regarding:
1)

The fairness and impartiality of performance appraisals given by
them.

2)

Their ability to counsel employees on issues that may surface
during the appraisal process.

3)

How effective they are in fulfilling their role in the overall
performance appraisal process.

DOCUMENTATION & REVIEW
1.

2.

Performance evaluation system. The appraisal system shall:
a.

Consist of performance evaluation documents (TALEO) for both sworn
and civilian staff; and

b.

Be used by evaluators to address specific issues of concern, recognize
positive performance, and document face to face meetings.

c.

Be utilized for the recognition of excellence and as a tool for performance
improvement.

d.

Help guide the employee through objective and appropriate feedback.

e.

Enhance professional development by setting goals and/or a desired career
path.

Employees shall:
a.

Be evaluated every twelve months on or near the anniversary date of their
employment or promotion.

b.

Have their performance appraisal reviewed and discussed by the evaluator,
the evaluator’s supervisor, and/or the Director prior to discussing it with
them. The evaluator’s supervisor/director or designee has the right to
recommend or even mandate changes if deemed appropriate or necessary.

c.

Sign the appraisal after the detailed review. This signature is an
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acknowledgment of receipt and does not necessarily mean the employee
agrees with the appraisal.

3.

4.

d.

Receive a final copy of the signed document if they so desire.

e.

Be provided with specific documentation in the narrative portion of the
appraisal by the evaluating supervisor if they receive a “Nearly Meets”
rating or below. Each category marked as such shall be addressed
individually in the narrative portion.

f.

Be considered “NOTIFIED” when receiving a “Nearly Meets” rating - or
lower rating - in any category on the evaluation form.

Supervisors shall:
a.

Document in the narrative section the reason(s) for the rating;

b.

Address the issue(s) with the employee;

c.

Ask the employee for their response and recommendations concerning the
rating; and

d.

Clearly outline the action steps the employee needs to take to improve
performance.

e.

Meet with the employee on a bi-monthly basis - more frequently, if
needed - to review progress.

f.

Meet and keep their immediate supervisor apprised of any “Needs
Improvement” rating, action steps implemented, and the employee’s
progress.

g.

Document progress and/or completion of the required actions steps to the
point of “Meets” in a separate report - narrative form - and attach it to the
final performance appraisal document.

“Supervisor Daily Activity Reports” shall be:
a.

Used to document mandatory meetings, issues of concern that need
addressing with an employee and/or an internal or external positive
contact recognizing an employee’s good work. Mandatory meeting shall
be:
1)

Held when possible between a non-probationary employee and
their supervisor.
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Face to face and will be a time to address any specific issues
and/or to solicit ideas.

Kept in each employee’s performance activity file in a locked cabinet. All
items in the performance activity file shall be:
1)

Used as a reference for the next annual performance appraisal.

2)

Only accessible by command staff and support staff when filed.

Performance improvement plan
a.

b.

In the event an employee does not address and complete the action steps
outlined in the performance appraisal narrative section within the timeperiod outlined by the supervisor to a “Meets" level, a performance
improvement plan (P.I.P.) shall:
1)

Be implemented as soon as possible after the expiration of the
allotted time.

2)

Be implemented upon the employee’s failure to address and
complete the action steps and raise their performance to a “Meets”
level.

3)

Be in writing and thoroughly discussed with the employee. The
Captain or designee may be utilized for remedial training.

4)

Include a specific time limit to address the areas in question.
During this time limit the:
(a)

Evaluator, their immediate supervisor, and the employee
shall meet on a regular basis to monitor the employee’s
progress; and

(b)

The regular meetings shall be documented in the
“Supervisor Daily Activity Report.”

At the end of the time limit set in the original P.I.P., the
evaluating supervisors shall:
1)

Meet and discuss the employee’s progress; and

2)

If the employee has not shown improvement to the level of
“Meets,” continue or expand the plan after discussion with the
Director or designee. At this time, the employee may also be
subject to disciplinary action.
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D.
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An employee may attach their typewritten comments, on the “Supervisor
Daily Activity Report” form, to be included with the evaluation form in
their personnel file. This commentary is not considered an appeal to the
appraisal.

PERFORMANCE EVALUATION GUIDELINES
1.

Rating scale. The following rating scale is used for each performance category:
5

Outstanding

-

Work is superior and far exceeds performance
standards.

4.5

Exemplary

-

Work consistently
standards.

4

Exceeds
Requirements -

3.5

Above
Average

3

Meets
Requirements -

2.5

Nearly Meets
Requirements -

2

Needs
Improvement -
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-

exceeds

performance

Work is fully satisfactory and often surpasses
performance standards.
Work is fully satisfactory; employee
consistently meets and occasionally may
exceed performance standards.
Work is fully satisfactory. Employee
consistently meets the performance standard.
This represents the expected level of
performance established by the Department.
Work performance standards are not fully
achieved; performance improvement is
expected during the next appraisal period or
as determined by the Department. Written
explanation - and/or documentation - is
required by the evaluating supervisor to
justify the rating.
Work performance standards are not
achieved; performance improvement is
expected within an established period of time.
A performance improvement plan may be
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established. Written explanation - and/or
documentation - is required by the evaluating
supervisor to justify the rating.

2.

3.

4.

1.5 - .5

Unsatisfactory -

N/A

Not
Applicable

-

Work performance standards are consistently
not achieved and fail to meet job
requirements. Significant improvement is
needed. Employee must demonstrate work
improvement to “Meets Requirements”
within an immediate period of time. A
performance improvement plan shall be
established. Written explanation - and/or
documentation - is required by the evaluating
supervisor to justify the rating.
Rating category does not apply to employee’s
job.

Performance review rating categories & activity expectations are:
a.

Guidelines for evaluators to justify the performance rating of an employee
based on their job description.

b.

Along with appraisal categories, listed on the appraisal documents for
each separate job.

Narrative - in TALEO, “Manager Comments” - sections:
a.

For each performance category are included in the evaluation form.

b.

Shall be completed for any “Nearly Meets” or lower rating in any category
by the evaluating supervisor to justify the rating.

c.

Shall include other comments that support ratings given.

Evaluations
a.

Employees shall be:
1)

Evaluated in the areas specific to the duties of which they are
assigned during the rating period. The performance evaluation shall
indicate the actual dates covered during the rating period.

2)

Rated based on work completed by the employee.
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3)

Evaluated by their most immediate supervisor, who has had the most
opportunity to observe and evaluate the employee’s performance.
When an employee has worked with more than one supervisor, the
supervisor responsible for the evaluation shall seek input from other
supervisor(s) in completing the evaluation.

4)

Given the opportunity to sign their evaluation form. The signature
only indicates the employee has read and received a copy of the
evaluation report. If an employee refuses to sign the report, the
supervisor shall note such, and give an explanation in the comments
section of the evaluation form.

Supervisors shall:
1)

At all times monitor employee performance and bring attention to
areas needing improvement as they arise defining actions to improve
performance. Areas identified for improvement shall be documented
on the “Sergeants Daily Activity Report” or appropriately recorded
elsewhere.

2)

If an employee needs improvement, meet with the individual to
discuss the deficiency. The supervisor shall attempt to determine the
cause(s) for the deficiency and take measures (e.g., guidance,
training, etc.) to assist the employee in improving job performance.

3)

For any rating of “Needs Improvement” develop an action plan for
improvement. This plan shall be clearly written and defined; leaving
no questions regarding what is expected of the employee.

4)

Ensure the captain and Director are informed of the employee’s
deficiencies and what corrective measures are being taken.

5)

Give the employee an opportunity to make written comments to
supplement the evaluation report. The supervisor will attach these
comments to the evaluation report, and it will become a part of the
evaluation report file.

6)

In the review session, include:
a)

Results of the evaluation just completed;

b)

Levels of performance expected;

c)

Goals to achieve in the upcoming evaluation period; and
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E.

Career goals and training interests of the officer.

APPEALS PROCESS
1.

2.

3.

F.
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Employees:
a.

May formally contest their performance appraisal by notifying the
evaluating supervisor at the time of the evaluation of their intent to
appeal by checking “yes” in the “Would you like to contest this
evaluation” section of the “Performance Evaluation Checklist” form.

b.

Must then submit a typewritten appeal to the evaluating supervisor within
ten calendar (10) days.

The evaluating supervisor shall:
a.

Attach said documentation to the evaluation:

b.

Forward the information to the captain for review.

c.

The captain shall:
1)

Complete a supplement to the evaluation; and

2)

Forward it to the Director.

The Director shall:
a.

Review the appeal and all other relevant/facts information before making a
final recommendation.

b.

Forward a copy of the appeal and disposition to the employee.

c.

Forward a copy of the appeal and disposition to the Human Resources
Department for filing with the original evaluation form.

d.

Meet with the employee if he/she so desires.

EARLY WARNING SYSTEM
1.

The Department utilizes daily observation reports as part of the field training
program, supervisor daily activity reports, and performance evaluations in order to
monitor officer’s performance/progress. Sergeants review video monthly for each
officer. These activities are done to identify potential employee problems such as
absenteeism, tardiness, excessive use of force, vehicle driving issues, un-explained
court case dismissals, not responding to training, and on the job injuries. The
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reviews are used to identify positive employee actions as well.
2.

Officers are required to sign a “Supervisor Daily Activity Report” when made aware
of a situation whether positive or corrective.

3.

Supervisors shall:
a.

Ensure employees under their supervision are meeting job requirements. If
an employee is not meeting requirements, the supervisor has the duty and
responsibility to start correcting the behavior to achieve the overall goal of
having an effective public safety department.

b.

Meet with the employee, advise the employee of the behavior needing
correction and develop a plan in order to correct the behavioral problem.

c.

Document this on a “Supervisor Daily Activity Report.” The Captain will be
advised of the situation and may be called upon for assistance. The captain
shall notify the Director of the employee’s work behavior(s).

d.

Notify the Director if there is a need for a fitness for duty evaluation on
physical or mental health. The Director will work with the Human Resources
Department and the City Manager in order to ensure the employee is
properly evaluated and determine if the evaluation, and continued treatment,
will benefit the employee.

e.

Advise employees who need assistance of the Employee Assistance
Program. Use of the Employee Assistance Program is confidential and shall
be kept that way.

G.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

H.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

I.
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East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

4-19.1

Manual of Policy & Procedure
Personnel Administration & Special Assignments
Section 4-19:

Promotions & Special Assignments
Distribution:

All Sworn Personnel
MLEAC Standards:

1.5.1, 2.3.1, 2.3.2

Risk/Freq.:

LR/LF
Effective Date:

7.3.19
Total Pages:

10

Table of Contents Section 4-19:
A.
B.
C.
D.
E.
F.
G.
H.
I.
J.
K.
L.
M.
N.
O.

Purpose ........................................................................................................ 1
Policy .......................................................................................................... 1
Definitions & Assignments ...................................................................... 2-3
Specific Responsibilities ............................................................................. 3
Promotion/Selection Procedures .............................................................. 3-4
Promotional Posting for a Higher Rank ...................................................... 4
Promotional Process Specific Ranks ........................................................ 4-7
Special & Temporary Assignment Selection Process .............................. 7-9
Acting Assignments .................................................................................... 9
Eligibility Lists ....................................................................................... 9-10
Appeals...................................................................................................... 10
Oath of Office ........................................................................................... 10
Compliance ............................................................................................... 10
Officers Assigned to Other Agencies ........................................................ 10
Policy History ........................................................................................... 10

A.

PURPOSE. To outline eligibility requirements and establish procedures for promoting
sworn employees to supervisory positions or assigning sworn personnel to specialized,
temporary, or acting assignments.

B.

POLICY. The Department’ promotional/selection process shall:
•

Be equitable, job related, and non-discriminatory.

•

Identify qualified individuals for promotions or for advancement to specialized
assignments;

•

At a minimum, inform the employee of how promotions or selections are made;
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DEFINITIONS & ASSIGNMENTS
Acting Assignment. A job position filled on a temporary basis to replace a higherranking employee on leave or for a specific organizational purpose.
Applicant. An individual who has submitted a formal letter of interest to the Director;
meets the eligibility requirements for the position; and will be participating in the testing
process.
Candidate. An applicant who has passed all phases of the testing process and is placed
on the eligibility list of certified individuals for the desired position.
Promotion. The advancement or elevation of an employee to a higher position or rank
within the organizational hierarchy of the Department. Current promotional positions
are:
• Captain
• Director of Public Safety
• Staff Sergeant
• Sergeant
Specialized Assignment. An assignment requiring an individual to perform unique or
specific tasks within a given position classification often characterized by increased
levels of responsibility and/or specialized training. Current specialized assignments are:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Accreditation Manager
Armorer
Defensive Tactics Instructor
Dive Team
Evidence Technician
Field Training Officer
Fire Inspector
Fire Instructor
Firearms Instructor
Forensic Computer Specialist
Honor Guard
Local Agency Security Officer (LASO)
Less Lethal Instructor
Marine Rescue Instructor
Mobile Radar Specialist (Trailer)
Paramedic Instructor Coordinator
Property Management Officer
TASER Instructor
In-Car Video Specialist

Temporary Special Assignment. A full-time appointed position which requires the
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appointee to rotate out of the assignment after a designated number of years or receive an
extension at the direction of the Director of Public Safety. Current temporary positions
and their length of assignment are:
•
•
•
D.

Rotate after 3 years (optional 4th year)
Rotate after 3 years (optional 4th year)
Rotate after 3 years (optional 4th year)

SPECIFIC RESPONSIBILITIES
1.

2.
E.

Detective Sergeant
Metro Area Detective Assignment
(Currently KANET)
School Liaison Officer
-

The Director of Public Safety shall:
a.

Approve each process before it is announced; and

b.

Be the final promoting authority.

The Captain is responsible for the administration of each selection or promotional
process.

PROMOTION/SELECTION PROCEDURES
1.

The promotional process shall:
a.

For each rank/position, be evaluated annually by the Director of Public
Safety or designee. The evaluations purpose is to:
1)

Determine if the process is meeting its objectives.

2)

Ensure the test(s), assessments, and procedures used, are job
related and non-discriminatory.

3)

If necessary, enact changes and announce the revisions in the
posting of each process.
Note: Any Department member wishing to comment or provide
input regarding the promotional or selection process may contact
the Director in person or by sending a memo, via the chain of
command.

b.

Comply with all applicable sections of relevant collective bargaining
agreements for the positions of staff sergeant, sergeant, detective sergeant,
and school liaison officer.

c.

Be evaluated during collective bargaining if the Director or union finds an
issue either would like to change.
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Be conducted at the highest levels of integrity and fairness.

PROMOTIONAL POSTING FOR A HIGHER RANK
1.

The City Manager is responsible for determining the promotional process/criteria
for appointment to Director of Public Safety.

2.

The Director or designee shall post a memorandum announcing the promotional
process for sergeant, staff sergeant, or Captain.

3.

The posting:
a.

Shall provide specific information on the date and time the letter of
interest must be submitted to the Director;

b.

Shall have the relevant job description attached; and

c.

May announce the specific date for the written test and the bibliography to
be used.

4.

In most cases, subsequent memoranda will add specific information regarding the
time and location for the written test, assessment center and/or oral interviews.

5.

There will be no extension of the filing deadline - which will be ninety days prior
to the written exam - eligibility or seniority dates.

PROMOTIONAL PROCESS - SPECIFIC RANKS
1.

Captain. Applicants for this position:
a.

Shall be selected from eligible East Grand Rapids staff sergeants and
sergeants. If no eligible candidates apply, qualified outside candidates may
be considered.

b.

Must have satisfactorily completed their one-year probationary period as a
staff sergeant or sergeant to be eligible for the rank of captain.

c.

At the discretion of the Director, may have to participate in and
successfully pass a written examination, assessment center, and/or oral
board interview.

d.

Shall have successfully passed their last performance review.

e.

Shall not have their seniority used as a factor in the promotional process.

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Promotions & Special Assignments

2.

4-19.5

f.

Shall be promoted by the Director of Public Safety.

g.

Effective the date of their promotion, shall serve a one-year probationary
period.

h.

May not be promoted, regardless of eligibility, if under internal or
criminal investigation, or specific circumstances or a background
investigation deems the candidate unsatisfactory.

i.

May voluntarily elect to return to his/her previous rank by notifying the
employer or Director of his/her choice in writing.

Staff sergeant. Applicants for this position:
a.

Shall be selected from eligible East Grand Rapids sergeants. If no eligible
internal candidates apply, qualified outside candidates may be considered.

b.

Must have successfully completed their probationary period as a sergeant
as of the promotional process date.

c.

Become eligible based upon the pass/fail results of the candidate’s:
1)

Oral board interview; and

2)

Last departmental performance evaluation.
Note: The oral board shall be determined by the Director of Public
Safety.

d.

Shall not have their seniority used as a factor in the promotional process.

e.

Passing the promotional process, shall be “certified” as candidates to the
Director of Public Safety who must:

f.

1)

Post the names of certified candidates.

2)

Appoint one of the certified names.

3)

Ensure the certified list remains valid for 12 months from the
promotional process date.

May not be promoted, regardless of eligibility, if under internal or
criminal investigation, or specific circumstances or a background
investigation deems the candidate unsatisfactory.
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May voluntarily elect to return to his/her previous rank by notifying the
employer or Director of his/her choice in writing.

Sergeant. Applicants for this position:
a.

Shall be eligible to take part in the promotional process if:
1)

As of the test date, they have been employed as a public safety
officer with the East Grand Rapids Department of Public Safety for
three consecutive years.

2)

They passed their last performance evaluation on a pass/fail basis.
The Department performance evaluation will not count for any
percentage points in a candidate’s total score.

* If no eligible internal candidates apply, qualified outside candidates may be
considered.
b.

Must initially pass a written examination by a minimum of 70%.

c.

Upon passing the written examination, must pass an assessment center
involving exercises that reflect the current duties of a sergeant by a
minimum of 70%.
1)

The written examination will count for 30% and the assessment
center will count for 70% of a candidate’s total score.

d.

Shall not have seniority count for any percentage points in a candidate’s
total score.

e.

Receiving the five highest total scores will be certified to the Director of
Public Safety who must make the appointment of one of the five certified.

f.

If one of the five certified, shall have their names posted. All of those
participating in the examination shall be permitted to examine their test
score results. The lowest total score of the five certified shall be posted,
but not identified with the individual attaining the particular score.
Note: Upon promotion to the position of sergeant, the candidate with the
next highest score shall automatically be included in the eligibility list.

g.

Not promoted, shall remain on the sergeant’s promotional list for 24
months.
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Promoted to sergeant shall serve a trial period of one year. During this
trial period, the City has the right acting in its sole discretion to disqualify
the employee from the new position. An employee:
1)

Disqualified during this trial period may not grieve the
disqualification.

2)

So disqualified shall return to the previously held position.

3)

May voluntarily elect to return to his/her previous rank by
notifying the employer or Director of his/her choice in writing.

SPECIAL & TEMPORARY ASSIGNMENT SELECTION PROCESS
1.

2.

Special assignment selection procedures. The Department shall:
a.

Ensure all potential candidates have full and complete knowledge of the
criteria used to select personnel for permanent, temporary, and specialized
positions within the Department.

b.

Base selection on the employee’s:
1)

Past work performance;

2)

Behavioral history;

3)

General expertise and experience - which may include relevant
experience at other agencies.

c.

Ensure the selection process is consistent, job related and unbiased.

d.

Notify all applicants once the final selection/appointment is made.

Components of the special & temporary assignment selection process
a.

The Department shall:
1)

Make every effort to anticipate assignment openings.

2)

Advertise assignment openings agency-wide for at least 30 days
prior to commencement of the selection process.

3)

Post the position assignment for all personnel:
a)

Electronically via the Department's email system;
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On the bulletin boards:
(1)

Outside the School Liaison office;

(2)

In the Briefing Room; and

(3)

In the Officers’ Mailbox Room.

Eligible personnel:
1)

Desiring consideration for the assignment shall submit a memo to
the Director of Public Safety by the required date outlining their
qualifications for the position.

2)

On vacation, or who are on extended leave, shall be notified by the
Captain and informed of the opening. If the Department member
is interested in the position, he/she must electronically submit a
letter of interest to the Director by the due date.

The Director shall:
1)

Review the names of the position applicants to ensure the
applicants have met the minimum qualifications outlined in the
original assignment posting.

2)

Appoint a board to conduct interviews with each Department
member who submitted their name.

3)

May forgo interviews when the interview is not necessary for
the selection process (i.e., only one person has applied for the
position).

Selection criterion
1)

2)

Employees:
a)

In the field training program may apply for the position if
the anticipated start date is after he/she has successfully
completed the FTO program.

b)

On probationary status may apply for the posted position.

Past work record, performance evaluations, demonstrated interest,
expertise in the area applied for, prior training, knowledge in the
area applied for or closely related field, etc. will be considered in
the appointment/selection process.
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4)
I.

The Director:
a)

If no eligible members express interest when the posting
deadline for an open assignment passes, may direct the
currently assigned individual to remain in the position for a
period of time to be determined by the Director.

b)

If the currently assigned officer chooses not to remain in
the position (or has requested early removal), shall assign
the lowest senior non-probationary officer to fill the
position for at least one year.

The Director will make the final decision on all selections.

ACTING ASSIGNMENTS
1.

2.

J.
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The Director of Public Safety:
a.

Has the authority to appoint on a temporary basis an individual to the rank
of sergeant, staff sergeant or captain depending on the short-term needs of
the Department.

b.

Shall discuss the assignment with the City Manager prior to appointment.

Sworn members:
a.

Performing the full duties and assignment of a sergeant, staff sergeant, or
captain shall be compensated at the lowest pay step of the rank he/she is
temporarily appointed.

b.

Shall not work out of classification for more than 120 days unless the
vacancy cannot be filled immediately, or special or exigent circumstances
exist.

3.

All contract provisions regarding acting assignments shall be followed.

4.

The Captain shall ensure the Human Resources Specialist is notified of the
temporary assignment by submitting the “Employee Change Form” prior to the
start of the job.

ELIGIBILITY LISTS
1.

Eligibility lists for sergeants shall be established in order of relative excellence
from the final scores. Scores that reflect a percentage figure will be carried to two
integers to the right of the decimal point. All total weighted scores shall remain
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privileged between the employer and the employee unless such rating becomes a
matter for special conference or grievance.
2.
K.

L.

For the ranks of captain and staff sergeant the Director shall make his selection
from any eligible candidates.

APPEALS
1.

An employee wishing to review or question any score or phase of the process,
including initial eligibility, may do so by requesting a meeting with the Captain.
The request should specify, in writing, the issue to be discussed.

2.

The Captain shall meet with the employee and attempt to resolve the issue. If the
person is not satisfied with the answer of the captain, he/she may request to meet
with the Director of Public Safety, whose decision is final. This does not preclude
recourse to the grievance procedure outlined in the appropriate contract, if
applicable.

OATH OF OFFICE
1.

Prior to appointment to a sworn position, personnel must give assurance of
fidelity by taking an oath of office to enforce the law and uphold the United States
and State of Michigan Constitution.

2.

The “Oath of Office” shall be renewed with the City Clerk when an officer is
promoted to the position of detective sergeant, school liaison officer, sergeant,
staff sergeant, captain, or director.

M.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

N.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

O.

POLICY HISTORY
Rescinds:
N/A
Adopted:
12.7.18
Revised:
1.10.19, 7.3.19
By order of:

Mark A. Herald, Director of Public Safety
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PURPOSE. To establish guidelines and procedures that:
•

Outline the Department’s recruitment program for sworn personnel; and

•

Ensure a written action/recruitment plan is maintained by the Department.

EQUAL EMPLOYMENT OPPORTUNITY. The City of East Grand Rapids and the
Department of Public safety shall:
1.

Commit to equal employment opportunity.

2.

Comply fully with all applicable federal, state, and local laws relating to equal
employment opportunity and non-discrimination in public service and law
enforcement, specifically:
•

Title VI and Title VII of the Civil Rights Act of 1964, as amended.

•

Executive Order 11246, as amended.
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•

The Equal Pay Act of 1963.

•

The Rehabilitation Act of 1973 - with special attention to Section 503 and
504.

•

Michigan Public Laws Handicapper Civil Rights Act.

•

The Elliot-Larson Civil Rights Act of the State of Michigan, and Title IX
Chapter 112 on Nondiscrimination; and

•

The Americans with Disabilities Act of 1990, as amended.

3.

Not discriminate against any employee or applicant for employment based on race,
color, national origin, creed, sex, sexual orientation, age, religion, handicap, veteran
status, marital status, height, weight, political beliefs, or any other factor that may
not lawfully be used as the basis of an employment decision.

4.

Through its employment practices and procedures, recruit and employ qualified
personnel and render all personnel decisions with regard to compensation, benefits,
transfers, layoffs, return from layoff, training, educational assistance, and leaves of
absence, or other special employee programs in a non-discriminatory manner,
without regard to race, color, national origin, creed, sex, age, religion, handicap,
veteran status, marital status, height, weight, sexual orientation, political beliefs or
any other inappropriate factor which cannot lawfully be used as the basis of an
employment decision.

5.

Ensure equality of opportunity for employment of minorities and other protected
classes, develop an action/recruitment plan, as required, to support efforts to recruit,
hire, and promote qualified personnel into all job levels within the Department. The
plan will establish guidelines to implementation, self-monitoring, and measurements
of achievement.

6.

Follow City personnel rules and regulations and ensure the recruiting and hiring
process is conducted in a fair, impartial and efficient manner.

DISSEMINATION OF POLICY
1.

Internal. The Director or designee shall:
a.

Periodically communicate and review equal employment opportunity and the
“Action/Recruitment Plan” to all employees.

b.

Ensure awareness, understanding, support, and effective implementation, the
subject of equal employment opportunity and the Department's commitment
to the idea have high priority.
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External. The Department and/or Human Resources Specialist shall:
a.

Ensure community organizations, news media, secondary schools, colleges,
and all recruiting sources are informed in writing about the Department's
non-discrimination policy.

b.

Include the phrase "An Equal Employment Employer" in employment and
advertisements for job opportunities.

c.

Seek recruitment assistance, referrals, and advice from community
organizations and key leaders.

ACTION/RECRUITMENT PLAN
1.

2.

The overall goals of the action/recruitment plan are to:
a.

Recruit the best possible candidates to become public safety officers; and

b.

Increase sworn representation to reasonably reflect the demographics of the
service area - City of East Grand Rapids - the Department serves.

The Public Safety Captain shall:
a.

Be assigned the responsibility of overseeing the recruitment program for the
Department.

b.

Maintain a close working relationship with the City’s human resource (HR)
specialist to ensure coordination of all recruitment activities.

c.

Select personnel to participate in the recruitment program and provide them
with required training.

d.

Ensure personnel selected to actively participate in the recruiting process are
familiar with:

e.

1)

The Equal Opportunity Employment Act of 1969.

2)

Current career opportunities, salaries, and benefits for East Grand
Rapids public safety officers.

3)

All aspects of the recruiting, selection, and training process.

Through internal publication of openings within the Department, encourage
all members to participate in the recruiting process, seek out qualified
personnel and encourage them to apply.
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3.

f.

Ensure the current Department and City equal employment opportunity plan
is followed.

g.

Send, if appropriate, Department recruiters to local/state educational
institutions and community organization career day seminars.

The Human Resources Specialist shall:
a.

Have responsibility for advertising and publicity.

b.

Ensure media releases and job announcements are disseminated at least ten
(10) days prior to the start of a new public safety officer selection period to
(but not be limited to):
•
•
•
•
•

E.

4-22.4

Area newspapers.
Educational institutions.
Community service organizations and key leaders.
Publications aimed at minorities and other protected groups; and
The City of East Grand Rapids and Public Safety Department
websites.

c.

Ensure job announcements describe duties, responsibilities, and requisite
skills, educational and physical requirements.

d.

Confirm all recruitment materials and employment applications state the
City of East Grand Rapids is an Equal Opportunity Employer.

REVIEW
1.

The Director of Public Safety, Public Safety Captain and the Human Resources
Specialist shall review this procedure every three years.

2.

This group will review not only the policy but its overall effectiveness.

3.

If the results show ineffectiveness, the policy will be modified appropriately.

4.

New social media outlets should be reviewed as options of advertising openings.

5.

Visits to community colleges and schools with public safety degree options should
be considered.

6.

Advertising to all public safety departments in the state should also be considered.

7.

On a periodic basis, the Director of Public Safety will conduct an informal review of
the recruitment plan. After such review, the plan may be revised and/or re-issued.
All revisions to the plan require the approval of the Director of Public Safety.
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F.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

G.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

H.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
4.4.19
12.27.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To ensure promoted personnel are professionally trained for their new position.

B.

POLICY. The goals of the program are to develop newly promoted members through
observation and monitored decision-making leading to an independent decision-making
level of authority.

C.

SPECIFIC TRAINING REQUIREMENTS. For each rank, training shall reflect the
requirements of the job description.
1.

Captain. Upon completion of his/her training, a newly promoted captain:
a.

Shall be capable of completing an/a:
1)

Internal affairs investigation.

2)

Payroll.

3)

Hiring process.

4)

Citizen surveys.
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b.

c.

2.

5)

Billing/invoice process.

6)

Budgetary process.

4-25.2

Shall:
1)

Have access to MCOLES MITN.

2)

Shadow the outgoing captain, if possible.

3)

Prior to accepting the job, meet with the director of public safety to
discuss the job description.

4)

Meet with the finance director to be shown the process for budget
requests.

5)

Get sworn in as a captain.

Should attend, within 2 years of promotion, if possible, the:
1)

FBI National Academy (Preferred); and/or

2)

Northwestern
(Preferred).

University

School

of

Staff

and

Command

Staff sergeant/sergeant. A newly promoted staff sergeant or sergeant:
a.

Shall:
1)

2)

Meet with the director of public safety and cover the following
topics:
a)

Expectations of a staff sergeant/sergeant.

b)

Review of job description; and

c)

Identify areas the newly promoted person is deficient in
and develop a plan to correct those deficiencies.

Meet with the captain and cover the following topics:
a)

Discipline procedures.

b)

Use of force/supervisory review.

c)

Pursuit policy.
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3)

4)
b.

4-25.3

d)

Complaints against personnel.

e)

Employee evaluation process.

f)

Counseling.

g)

Risk management/forms and procedures.

h)

Employee assistance program.

i)

Officer involved shootings.

j)

Motor vehicle accidents involving department members.

k)

Motor vehicle accidents involving city employees.

l)

Supervisory review of reports.

m)

Notification to director/captain.

n)

Critical incident management.

o)

Crime scene management.

p)

Missing persons/Amber Alert; and

q)

Performance evaluations.

Train with assigned staff sergeants and complete:
a)

“Patrol Sergeant Field Training Task List”.

b)

40 hours of sergeant field training working 5/8 hours shifts
Monday- Friday 0630-1430.

Get sworn in as a sergeant/staff sergeant.

Should upon completion of his/her training:
1)

Be capable of assuming responsibility for a shift by the completion
of the Sergeant Training Program.

2)

Attend when possible:
a)

A basic supervisory school.
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3.

b)

Company Officer I and II.

c)

Grand Rapids Leadership Institute.

d)

Incident command training.

4-25.4

Detective sergeant. A newly promoted detective sergeant:
a.

Shall:
1)

Meet with the director of public safety to discuss the job
description.

2)

Meet with the captain.

3)

Shadow the current detective for a long enough time period to
cover the “Detective Task Learning List” and be proficient in
completing the tasks in section 2a (5) of this policy.

4)

Begin networking and building relationships with outside agencies.

5)

During his/her initial training:
a)

b)

Complete the “Detective Task Learning List” to include
completing a/an:
(1)

Affidavit of probable cause.

(2)

Warrant request for the county; and

(3)

A warrant request for the city.

Complete the warrant process from start to finish by:
(1)

Writing the warrant.

(2)

Obtaining the warrant through the prosecutor.

(3)

Getting the warrant signed at court.

c)

Set up and be capable of completing an investigation.

d)

Properly close an investigation.

e)

Manage a caseload in TIMS.
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b.
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f)

Review the policy/procedure for interviews at the
Department.

g)

Meet area detectives and prosecutors.

h)

Meet school administration.

1)

Meet all of the principals at the schools in the city.

Should upon completion of his/her training:
1)

Be capable of:
a)

Assuming responsibility for direct supervision of the
Investigative Services Division.

b)

Completing a/an:

c)
2)

(1)

Investigation.

(2)

Search warrant.

(3)

Warrant process; and

(4)

Affidavit of Probable Cause.

Differentiating a city warrant and a county warrant.

Attend when possible:
a)

“Reid Interview and Interrogation,” unless he/she has
already completed the school.

b)

A basic detective school unless he/she has already
completed the school.

c)

A property room management course.

d)

If necessary, attend a drug team supervisor course.

e)

If necessary, T.E.A.M training at MSP, if available.

f)

A forensic interviewing class for CSC victims under 13 if
he/she does not have it already.
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4.

g)

An in-house or external fire inspector/fire investigator
course.

h)

A basic supervision course if he/she has not already done
so.

i)

Grand Rapids Leadership Institute if he/she has not already
done so and the course is available.

KANET/other investigative assignment detective:
a.

b.
5.

4-25.6

Shall:
1)

Complete the initial training program established by KANET/other
investigative assignment; and

2)

Attend trainings as assigned by KANET/other investigative
assignment.

Should attend “Reid Interview and Interrogation,” unless he/she has
already completed the school.

School liaison officer. A newly promoted school liaison officer:
a.

b.

Shall:
1)

Meet with the director of public safety to discuss job description.

2)

Meet with the captain.

3)

Meet school administration.

4)

Meet all the principals at the schools in the city.

5)

Meet with the detective sergeant.

6)

Shadow previous school liaison officer, if possible.

During his/her initial training:
1)

Complete the “School Liaison Field Training Tasks List” to
include completing a/an:
a)

Affidavit of probable cause.

b)

Warrant request/juvenile petition for the county.
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c)
2)

c.
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Warrant request/juvenile petition for the city; and

Complete the warrant process from start to finish by:
a)

Writing the warrant.

b)

Obtain the warrant through the prosecutor.

c)

Ensuring the warrant is signed at court; and

3)

Set up a juvenile/criminal investigation.

4)

Properly close an investigation.

5)

Manage a caseload in TIMS.

6)

Review the policy for interviews at the department.

Should upon completion of his/her training:
1)

2)

Be able to:
a)

Complete a juvenile investigation.

b)

Give a presentation.

c)

Obtain a warrant for a juvenile.

d)

Work with school administration.

Attend when possible:
a)

TEAM training at MSP.

b)

Forensic interviewing class for CSC victims under 13 if
he/she does not have it already.

c)

Basic supervisory class if available.

d)

Reid Interview and Interrogation unless he/she has already
completed the school.

e)

Car seat installation and inspection class.
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D.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY
Rescinds:
Adopted: 4.30.17
Revised: 8.13.18, 12.21.18, 7.3.19, 7.18.19, 7.17.20, 3.19.21
By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish uniform guidelines for departmental training programs.

B.

POLICY. The Department shall:

C.

•

Train all employees in the skills and information needed to perform the wide
spectrum of tasks required of a professional public safety organization; and

•

Provide career opportunities for individual growth and development.

ATTENDANCE. Personnel:
1.

2.

Scheduled for Department training:
a.

Must attend as directed unless excused with prior approval of the Director
or designee.

b.

Who are absent shall be required to makeup training, if available.

Shall report to the training location at the scheduled time, in the proper uniform
and with specified equipment. Employees shall:
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a.

Return promptly from breaks and lunch periods and be ready to begin at
the time set by the instructor.

b.

Remain in the class until dismissed by the instructor.

3.

Absent from a scheduled training session shall immediately notify the captain as
to the reason for the absence.

4.

Shall be scheduled for any make-up training as soon as practical.

5.

Scheduled for training of any kind, either in-house Department training or a
school, shall not alter the date of the training or re-schedule without approval of
the captain.

TRAINING GUIDELINES & PROTOCALS
1.

2.

3.

Training expenses & reimbursement. The Department shall:
a.

Pay training expenses associated with external training in accordance with
the “City Travel Expense Report.”

b.

Reimburse tuition for approved training.

Instruction guidelines
a.

Lesson plans shall be developed and maintained for all in-service training
sessions conducted.

b.

Instructors shall have the credentials, certifications, or experience
necessary to instruct that training topic.

c.

In some cases, supervisors will be required to present material compiled
by the Support Services Group and produced, for example, as briefing
training (e.g., PowerPoint presentations, Police One, etc.) to their staff.

Remedial training/instruction:
a.

May be required if the employee:
1)

Was absent from a portion – or all – of a scheduled training
program.

2)

Did not satisfactorily complete the training program.
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3)

Needs specific topic areas addressed to improve his/her
performance. An instructor, supervisor, or command officer may
identify these areas.

4)

Needs to correct performance deficiencies.

Shall be scheduled as soon as possible after the need is identified.
Employees shall:
1)

Be notified of the remedial training assignment by written notice.

2)

Treat their scheduled attendance as a work assignment.

c.

Shall be provided to any employee who believes his/her training is
deficient and/or is not current. The employee will notify the captain or
their immediate supervisor in writing of their perceived deficiency.

d.

Shall be documented and placed in the employee’s training file. Note:
The training file may be saved in electronic format; currently we are using
Police One for the storage of police records.

Remedial training/instruction for firearms
a.

b.

c.

Step #1. A sworn member unable to qualify with Department issued or
authorized firearms shall:
1)

Re-shoot immediately and qualify.

2)

If they fail to qualify on the second attempt, be re-trained and then
qualify.

Step #2. If the sworn member is still unable to qualify after completion of
Step #1, he/she shall:
1)

Be assigned to light duty.

2)

Complete an established training program and qualify.

Step #3. If the sworn member is still unable to qualify after completion of
Step #2, he/she:
1)

Be placed on administrative leave/suspension with or without pay
after approval by the Director.

2)

Shall be provided with a date he/she can qualify.
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5.

7.

Step #4. If the sworn member fails to qualify after administrative
leave/suspension, he/she shall complete a fitness for duty evaluation which
may result in termination.

Training records
a.

6.

4-28.4

The Support Services Group shall maintain up-to-date records of all
training completed by Department employees. The information recorded
shall include, at a minimum:
1)

Name of the attendee.

2)

Course attended.

3)

Total hours of attendance.

4)

Date of the training attended.

b.

When appropriate, the test score shall also be filed in the employee
training file.

c.

Shall be documented and placed in the employee’s training file. Note: the
training file may be saved in an electronic format; currently we are using
Police One for the storage of police records. Policy review records are
being saved in PowerDMS.

Training records-class
a.

The Support Services Group shall maintain a record of each training class
conducted by the Department.

b.

The information recorded shall include, at a minimum:
1)

Course content and/or lesson plan(s).

2)

Names of agency attendees.

3)

Performance of individual attendees as measured by tests, if
administered.

Instructor training. Department instructors/trainers shall:
a.

Be trained as instructors for each topic in which they instruct others. At
times, supervisors will be required to present material prepared by
instructors.
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Be certified as an instructor/trainer by the agency or organization
providing the instructor training. The training should include instructor
skills such as:
1)

Lesson plan development.

2)

Performance objective development.

3)

Instructional techniques.

4)

Testing and evaluation techniques.

5)

Resource availability and use.

Monitor their certification expiration and work with the captain to
schedule re-certification classes.

Mandatory annual in-service training includes but is not limited to:
a.

Policies, procedures, rules, and regulations.

b.

Ethics and integrity.

c.

Legal review and update.

d.

Firearms:
1)

Active-duty officers

e.

Interview and interrogation techniques.

f.

Medical first response.

g.

Emergency fire suppression techniques.

h.

Mentally Ill and substance abusers.

i.

Hazardous materials.

j.

Persons in custody.

k.

Evidence collection and preservation.

l.

Vehicle operations.

m.

Victim/witness rights, policies, and procedures.
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n.

Response to resistance.

o.

Sexual harassment/harassment in the workplace/discrimination.

p.

Blood borne pathogens.

q.

Michigan Right to Know.

r.

Critical incident stress recognition training

s.

Continuing education in fire service (36 hours in 3 years): (eff 11/3/21)
1)

2)

6 hours per year consistent with NFPA 1001 in:
a)

Firefighting Knowledge

b)

Practical Skills

Company Officer I & II/Fire Officer I
a)

b)

12 hours of fire instructor continuing education by
attending or instructing:
(1)

Instructor development conferences.

(2)

Instructor development seminars and training.

(3)

Instructor coordinator Emergency Medical Service
(EMS) Conferences.

(4)

Instructor or instructional development courses
sponsored by the National Fire Academy.

(5)

Complete the next
certification above
certification.

(6)

Maintain continuing education for a Michigan EMS
instructor coordinator license.

(7)

Have taught an MFFTC course and documented it
in the bureau’s training information network.

level of fire
the current

instructor
instructor

12 hours of continuing education by attending or
instructing any of the following during the 3-year cycle:
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9.

11.

(1)

Chief or officer development conferences.

(2)

Officer development seminars or training.

(3)

Officer development courses sponsored by the
National Fire Academy.

(4)

The next level of fire officer certification above the
current officer certification.

Briefing training:
a.

10.

4-28.7

Shall be used to:
1)

Keep officers up to date between formal training sessions; and

2)

Instruct on topics that are short and flexible enough to be
completed in a roll call briefing.

b.

Outline development, for topics to be covered, is the responsibility of the
captain. He/she shall ensure shift staff sergeants and sergeants are trained
and able to provide the roll call instruction.

c.

Shall be completed by all assigned officers. Shift supervisors are
responsible for ensuring all assigned officers receive the required briefing
training. A training roster will be developed to cover the briefing training
by the captain so Department personnel can sign their name and date of
training to certify they completed the required briefing training and
understand its content.

d.

Shall be conducted as soon as is reasonable from the date the material is
received.

Accreditation
a.

Newly hired personnel shall be briefed on the accreditation process during
their orientation period.

b.

Employees shall be notified prior to any on-site assessment.

Specialized training
a.

Specialized training is required of employees assigned to the following
areas, including, but not limited to:
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1)

Detective sergeant

2)

KANET or other assigned team

3)

School liaison officer

4)

Field training officer

5)

Public safety clerks

6)

Firearms instructor

7)

Accreditation Manager - shall receive specialized accreditation
manager training as soon as possible but not to exceed one year
after being appointed.

8)

Taser instructor

9)

PPCT/defensive tactics instructor

10)

Simmunitions instructor

11)

Motor vehicle operations instructor

12)

MFR instructor

13)

Field Force/crowd control instructor

14)

De-escalation instructor

15)

Property Control Officer

16)

Forensics/crime scene technician/instructor

b.

The captain shall identify a list of recommended training, education and
developmental courses for specialized positions and promotions. Certain
courses or elements of training may be identified as mandatory training for
certain specialized positions and other training may be suggested as
optional. See Appendix A of this policy.

c.

Specialized training is intended to enhance skills, knowledge, and abilities
beyond the level of instruction provided for recruits or through other inservice programs and may include supervisory, management, and/or
executive development training. This may also involve technical and jobspecific topics.
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Specialized training shall include:
1)

Development, and/or enhancement of the skills, knowledge, and
abilities particular to the specialization.

2)

Management, administration, supervision, personnel policies, and
support services of the function or component.

3)

Performance standards of the function or component.

4)

Agency policies procedures, rules and regulations specifically
related to the function or component.

5)

Supervised on the job training.

Retraining in any of the above listed positions will be accomplished as
techniques, procedures, and methods change to the point that additional
training is required to perform the necessary functions of the position.

12.

Tactical team training. The East Grand Rapids Department of Public Safety does
not have a tactical team.

13.

Civilian employee orientation. Civilian personnel shall be provided:

14.

a.

At the time of hiring, a copy of the Department’s rules and regulations, a
job description, as well as policies and procedures.

b.

A copy of the non-union employee handbook that applies to their position.

c.

With any rules, regulations, responsibilities, and conditions applicable to
their position but not covered in the rules and regulations.

Civilian employee training. Civilian personnel:
a.

In their initial orientation training – and on-going training – should include
components to improve the employee’s ability to deliver quality customer
service to fellow employees and the public.

b.

Assigned as public safety clerks shall be trained for their job duties before
performing their duties without direct supervision.

c.

Shall receive on-going training designed to:
1)

Update their skills.

2)

Acquaint them with recent technology and procedures.

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Training Program - Public Safety

3)
15.

E.
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Prepare them for new position responsibilities.

Career development. The Department:
a.

Is devoted to career employee development and will assist by encouraging
training opportunities whenever they are available.

b.

Shall assume costs and pay for training classes attended by the employee,
while on duty, which are approved by the Director. Personnel:
1)

Must submit all training to the captain for approval and
coordination of registration, payment, and lodging.

2)

Will be advised in writing if the requested training is approved or
denied.

DUTIES OF THE CAPTAIN. He/she shall:
1.

Research, develop, implement, and coordinate training programs for the
Department.

2.

Annually formulate and publish the master training schedule for the review and
approval of the Director.

3.

Update the multi-year Department training plan.

4.

Maintain training records for every training class conducted; document what
instruction was provided, file and maintain attendance rosters, and record
participant performance when appropriate.

5.

Schedule and coordinate in-service and external training programs.

6.

Maintain and update individual training records and documents for all employees
relating to:
a.

Individual departmental personnel training records.

b.

Lesson plans, course documents and resource materials.

c.

Attendance records.

d.

Firearm training records.

e.

Other associated files as may be needed.
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7.

Monitor attendance at all training sessions.

8.

Maintain a safe and respectful environment for training.

9.

Select instructors and location for in-service training with the approval of the
Director or designee.

10.

Coordinate and assist with the development of roll-call training programs using
Police One.

11.

Coordinate the Field Training Officer Program (FTO) during the recruit
orientation process and develop the training schedule and training materials
pertaining to the FTO program.

12.

Provide periodic and qualification reports on firearms training.

13.

Research and develop training bulletins and other training aids as required.

14.

Recommend changes necessary to keep training consistent with Department
goals, procedures, changing laws, and court decisions.

15.

Retain records of articles, newsletters and videos that are circulated for review.

F.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

G.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

H.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

N/A
1.24.19
6.30.19, 7.18.19, 7.10.20, 3.19.21, 1.3.22

Reviewed:
By order of:

Mark A. Herald, Director of Public Safety
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Appendix A
AVAILABLE/SPECIALIZED TRAINING LIST
1.

Captain
a.
b.
c.

2.

Staff Sergeants/Sergeants
a.
b.
c.
d.
e.
f.

3.

Reid Interview and Interrogation
Basic Detective School
Property Room Management
Basic Supervision School
Drug Team Supervisor
T.E.A.M. school through MSP
In house or external Fire Inspection/Fire Investigator
Grand Rapids Leadership Academy
Forensic Interviewing for CSC Victims under thirteen
NASRO
Internal Affairs Investigations
Incident Command

KANET/Special Assignment Position
a.
b.

5.

Basic Supervisory School
Fire Company Officer I & II
Grand Rapids Leadership Institute
Incident Command Training
Internal Affairs Investigations
Field Force/Crowd Management

Detective Sergeant
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.
k.
l.

4.

FBI National Academy or
Northwestern University School of Staff & Command
Internal Affairs Investigations

Reid Interview/and Interrogation
Classes as required per the position

School/Community Liaison
a.
b.
c.
d.
e.

T.E.A.M. school through MSP
Reid Interview and Interrogation
Forensic Interviewing for CSC Victims under thirteen
Basic Supervision School
Car Seat Installation class
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f.
g.
h.
6.

Field Training Officer
a.

7.

Property Control Officer
De-escalation Instructor
Field Force/Crowd Control Instructor
Forensics/Crime Scene Technician
Forensics/Crime Scene Instructor

Public Safety Clerks
a.
b.
c.
d.
e.
f.
g.
h.
i.
j.

9.

FTO school

Sworn Officer/Civilian
a.
b.
c.
d.
e.

8.

NASRO
Basic Patrol Bike School
In house or external Fire Inspection/Fire Investigator

Terminal Agency Coordinator
My Pistol
My Sex Offender Registration
Freedom of Information Act
MICR
Notary
LERMA Conference/Training
LEIN Operator Training
Managing Police Records
TALON Manager/Supervisor

Response to Resistance/Weapons Instructors
a.

Firearms Instructor
1)
2)
3)

b.

Taser Instructor
1)
2)

c.

Handgun Instructor
Patrol Rifle Instructor
Shotgun Instructor

Taser Instructor
Taser Recertification

PPCT/Defensive Tactics
1)
2)

PPCT Instructor
GAGE or other ground fighting Instructor
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3)
d.

Simmunitions
1)

10.

Simmunitions Instructor

Motor Vehicle Operations
a.
b.

11.

Force Science Human Dynamics

Motor Vehicle Ops Instructor
Motor Vehicle Ops Instructor recert

Medical First Responder Instructor
a.
b.
c.
d.

Must be paramedic IC license level
MFR Instructor
Continuing education in medical
CPR Instructor
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PURPOSE. To set forth the Department’s commitment to wellness for all personnel by:
•
•
•
•

B.

Establishing a voluntary fitness program.
Encouraging all employees to maintain a fit and healthy lifestyle.
Creating guidelines for fitness assessments; and
Providing information for the Employee Assistance Center/Program.

POLICY
1.

It is the Department’s mission to provide the best possible service to those who live,
work, and visit East Grand Rapids. For the Department to fulfill this responsibility, it
is important each employee maintains a reasonable level of physical fitness and
overall wellness to accomplish essential job description functions while reducing
risk of injury and illness.

2.

The daily level of physical exertion is predictable in many occupations. Public safety
is not one of them. Public safety personnel may operate at a minimal level of
physical exertion for extended periods and suddenly be called upon to use a
maximum amount of physical and mental energy. Consequently, it is incumbent
upon each employee to retain a level of fitness that allows them to endure the
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physical and mental stress, as lives, including their own, can depend on it. A
wellness program will develop, enhance, and maintain a satisfactory level of
physical fitness and overall personal wellness.

C.

3.

The Department’s program is a multi-faceted approach to overall psychological and
physiological health. While all components in the program are voluntary, the
Department strongly supports participation by all personnel.

4.

All employees are encouraged to participate in wellness assessment and are not
required to participate in the assessment to work out while on-duty.

RULES & GUIDELINES
1.

2.

On-duty police workouts. Sworn members:
a.

Working a 24-hour shift shall not be allowed to complete a workout during
their assigned patrol duty time.

b.

Assigned to the 10-hour midnight shift are allowed to work out from 21002200 hours if staffing allows for the opportunity and the officer has obtained
prior permission from the on-duty shift sergeant.

c.

Assigned to administrative duties (director and captain) are allowed to work
out for a total not to exceed 90 minutes which is the accumulation of their
two 15-minute breaks and lunch hour. This allows for changing into work
out clothing, exercise, shower, and return to service.

d.

Assigned as the detective sergeant or school liaison officer are allowed to
work out for a total not to exceed 60 minutes which is the accumulation of
their two 15-minute breaks and lunch hour. This allows for changing into
work out clothing, exercise, shower, and return to service.

On-duty in-house workouts. Sworn members:
a.

Assigned to fire duty are allowed to work out so long as it does not
interfere with daily activities.

b.

Shall receive direct approval from a sergeant prior to working out.

c.

Must still be available for in-house activities and are required to respond to
calls with their assigned shift.

d.

For safety reasons, are encouraged to work out with a partner.

e.

Using the exercise room alone shall take their cell phone with them.
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Working out alone shall notify:
1)

At least one in-house individual (preferably a staff sergeant or
sergeant, if available) they are utilizing the exercise room and notify
the same individual when they are done exercising.

2)

At least one in-house individual (preferably a staff sergeant or
sergeant, if available) if they are exercising outside, on the track, or
off the premises and notify them upon return. Officers exercising
under these circumstances shall have a portable radio or pager with
them.

g.

Should - it is highly recommended - use a spotter during heavy free-weight
workouts.

h.

Shall ensure they are able to hear fire tones to not miss a call or delay a
response for service.

Public safety clerks shall:
a.

Be allowed to work out for a total of 90 minutes which is the accumulation
of their two 15-minute breaks and lunch hour. This allows for changing into
work out clothing, exercise, shower, and return to service.

b.

Attempt to, for safety reasons, work out with a partner.

c.

If working out alone, take their cell phone with them.

d.

Notify at least one in-house individual (preferably a captain, staff sergeant or
sergeant, if available) they are utilizing the exercise room and notify the
same individual when they are done exercising.

e.

Notify at least one in-house individual (preferably a captain, staff sergeant or
sergeant, if available) if they are exercising outside, on the track, or off the
premises and notify the same individual upon return.

f.

If possible, use a spotter - it is highly recommended - during heavy freeweight workouts.

Off-duty personnel shall:
a.

Be allowed to use the exercise facility and workout anytime 24/7/365.

b.

Notify at least one in-house or patrol individual (preferably a staff sergeant
or sergeant, if available) they are utilizing the exercise room and notify the
same individual when they are done exercising.
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c.

Attempt to, for safety reasons, work out with a partner and shall take their
cell phone with them.

d.

If possible, use a spotter - it is highly recommended - during heavy freeweight workouts.

Other city personnel shall:
a.

Be allowed to use the exercise facility with the approval of their department
head.

b.

Pass a background check, be fingerprinted, and attend LEIN security
awareness training prior to utilizing the exercise facility.

c.

Attempt to, for safety reasons, work out with a partner.

d.

If working out alone, take their cell phone with them.

e.

Notify at least one individual from their assigned Department they are
utilizing the exercise room and notify the same individual when they are
done exercising.

g.

If possible, use a spotter - it is highly recommended - during heavy freeweight workouts.

Non-city personnel shall not be allowed to use the exercise room unless prior
approval is received from the director of public safety.

PHYSICAL EXAMINATIONS. Department of Public Safety employees who voluntarily
participate in work outs should have:
1.

Yearly physical exams completed by a physician; and

2.

Clearance from the physician to participate.

EMPLOYEE ASSISTANCE CENTER/PROGRAM
The City has contracted with an outside agency, Employee Assistance Center, to offer you
and your family an Employee Assistance Program (EAP). This program is designed to help
you with any personal/work related problems you may have including family and parenting
concerns, anger, depression, stress, substance abuse, grief/loss, marital/relationship, financial
issues, legal concerns, elder care concerns, psychological issues, etc.
This program is available to all full-time and part-time employees and their families on a
voluntary basis. Any contact with program counselors is treated confidentially. The city
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does not receive any information from the Employee Assistance Center regarding who uses
the Employee Assistance Program.
For more information concerning the EAP contact your supervisor, department director,
human resources, or the city manager. The Employee Assistance Center can be contacted
24/7, for emergency and/or confidential service at:
Employee Assistance Center
1400 Leonard Street N.E.
Grand Rapids, MI 49505
Website: https://eaccares.com/
TX: 1.800.227.0905.
Email: www.eaccares.com
F.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

G.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

H.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
2.14.18
12.1.18, 6.30.19, 12.13.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To institute operational guidelines for a county-wide Incident Command
System (ICS).

B.

GOALS
1.

Ensure the safety of personnel at emergency incidents through improved
command and control;

2.

Establish an organizational structure adaptable to any incident;

3.

Improve on-scene operational effectiveness;
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4.

Meet the laws, rules, and standards that apply to emergency incident
management; and

5.

Provide guidelines suitable for use regardless of which jurisdiction or agency is
involved. In order to meet these goals, the Department shall implement the IMS
appropriately at all incidents for which it has management responsibilities.

SELECTING COMMAND MODE
1.

Assumption of command
a.

Command shall be established at all incidents by the first arriving public
safety officer regardless of rank.

b.

Selection of command mode shall be ascertained upon arrival of the first
officers on scene and after initial scene size-up.

c.

Fire service command modes shall be:
1)

2)

3)

Nothing showing mode
a)

Situation requires investigation.

b)

Command will be mobile and utilize a portable radio.

Fast attack mode
a)

Situation that must be stabilized immediately and requires
the incident commander’s (IC’s) involvement.

b)

The portable radio may provide the ability to command the
incident.

c)

Short term leads to the command mode.

Command mode
a)

The IC assumes a safe and effective (normally on the
exterior) command position.

b)

A tactical plan (i.e., this may be written, command board, a
worksheet or other document) shall be initiated.

c)

Command will be established by transmitting a brief initial
report containing the following information:
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1)

Identity of the individual giving the report (using
the appropriate individual or crew designation) and
actual location of the incident.

2)

Brief description of the incident and a report of the
conditions.

3)

The designation of the individual assuming
command and the incident name.

Police service command modes shall be:
1)

2)

3)

Nothing showing mode
a)

Situation requires investigation.

b)

Command will be mobile and utilize a portable radio.

Rapid deployment mode
a)

"The swift and immediate deployment of law enforcement
resources to ongoing, life threatening situations where
delayed deployment could otherwise result in death or great
bodily injury to innocent persons.”

b)

Situation that must be stabilized immediately and requires
the incident commander’s (IC’s) involvement.

c)

The portable radio may provide the ability to command the
incident.

d)

Short term leads to the command mode.

Command mode
a)

The IC assumes a safe and effective (normally on the
exterior) Command position.

b)

A tactical plan (i.e., this may be written, command board, a
worksheet or other document) shall be initiated.

c)

Command will be established by transmitting a brief initial
report containing the following information:

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Incident Command System

5-13.4

(1)

Identity of the individual giving the report (using
the appropriate individual or crew designation) and
actual location of the incident.

(2)

Brief description of the incident and a report of the
conditions to include:
(a)

Nature of the incident

(b)

Any casualties

(c)

Specific location of the incident and general
area affected by the incident

(d)

Suspect

(e)

(f)
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1.

Number

2.

Identity if known

3.

Description

4.

Location

Hostages
1.

Number

2.

Identity

3.

Description

4.

Condition

5.

Special needs

6.

Location and relation to the suspect

Weapons
1.

Number

2.

Type

3.

Description
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4.
(g)

(h)

(i)

(3)
2.
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Ammunition

Vehicles
1.

Number

2.

Involvement

3.

Description

4.

Location

5.

Occupants

6.

Direction of travel

Complainant/Witnesses
1.

Identity

2.

Location

3.

Relationship to the suspect

4.

Observations

Avenues
1.

Escape

2.

Safe approach

The designation of the individual assuming
command and the incident name.

Priorities. The IC shall develop an incident action plan based upon an assessment
of the incident priorities in order of occurrence.
a.

Life Safety – including emergency personnel and civilians.

b.

Incident Stabilization – by gaining control of the incident as quickly as
safely practical.

c.

Property Conservation – by bringing the incident to conclusion, as
quickly as practical, using strategies that limit property damage and
injuries.
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Mutual aid accountability. The supervisor/senior officer shall:
a.

Collect the accountability tags and provide the IC of the requesting agency
the apparatus passport with all tags attached or names of PSO’s involved
for police actions.

b.

Be responsible to maintain accountability of EGR personnel.

INITIATING COMMAND
1.

Command shall be established at all incidents. The first arriving person will
assume the role of incident commander (IC). The IC shall establish command in
the following manner:
a.

Communicate the establishment of command;

b.

Size up the incident;

c.

Communicate the mode (defensive, offensive, investigative);

d.

Initiate the accountability system;

e.

Establish initial safety zones(s)/perimeters;

f.

Develop an incident action plan (IAP) - strategy - based upon an
assessment of the incident priorities:

g.

1)

Life safety;

2)

Incident stabilization; and

3)

Property conservation.

Set tactical objectives needed to accomplish strategy:
1)

Fire Service Command
a)

RECEO - Rescue, exposure, contain, extinguish, and
Overhaul.

b)

SLICERS - Size-up, locate, isolate flow, cool from
distance, extinguish, rescue and salvage.

h.

Develop a command structure appropriate for the size of the incident;

i.

Assign resources – groups and equipment;
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j.

Communicate tactical objectives to crews; and

k.

Review and modify the IAP as required.
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2.

The smallest unit working at an incident shall be a group of two. Each group
shall have a radio with separate radio designations. No group will deploy into the
hazard zone without a radio designation.

3.

Once command is established no group will undertake any assignment without
direction from, or the knowledge and approval of their direct supervisor (i.e.,
group/division, operations officer, or IC).

4.

The IC will monitor the progress of the operation by what they see, hear, and
what they are told. When a group or division has completed their assignment,
they must report to their direct supervisor – (division/group, operations, or IC)
and shall be reassigned to a new task, rehab, or to forward staging.

5.

A rapid intervention team (RIT) will be established any time crews enter an IDLH
environment where life safety doesn’t take precedence.

6.

The IC is the ultimate safety officer on the scene. At a major incident, a
minimum of one safety officer’s position shall be implemented to manage the
safety of all personnel on the scene. The IC retains all functions normally
assigned to the safety officer if a safety officer has not been assigned.

7.

Personnel are to be tracked and accounted for by group. The group leader must
know where their personnel are at all times.

8.

a.

The IC is responsible for maintaining the accountability for all groups on
the emergency scene.

b.

When the IC finds it necessary to check on the safety of the group on the
emergency scene, he/she will ask for a PAR (personnel accountability
report) over the radio.

The IC is responsible for requesting additional Department personnel, other
governmental agencies, other disciplines, utilities, or other sources of assistance.
a.

At major incidents, a unified command should be utilized. The IC should
consider a liaison officer for agencies not represented in the command
post.
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TRANSFERRING COMMAND
1.

Later arriving, higher ranking officers may assume command. If, in the opinion
of the higher-ranking officer, the incident is stabilized; the higher-ranking officer
may elect to play a supportive role to the incident commander, rather than to take
command.

2.

The transfer of command should be face-to-face whenever possible and should
include:
a.

Incident conditions;

b.

Incident action plan;

c.

Progress towards completion of tactical objectives;

d.

Safety considerations;

e.

Deployment and assignment of operating companies and personnel; and

f.

Appraisal of need for additional resources.

ESTABLISHING A COMMAND POST
1.

A command post may be established at any time; however, the first arriving
supervisor will establish the location of the command post.

2.

Transmit the exact location of the command post to dispatch for all extra alarm
incidents or incidents involving a large building or complex.

3.

The location of the command post will vary with the type of emergency incident,
for example: in front or at a corner of a building fire, at the interior
communication panel of a high rise incident, or in a safe location (i.e., upwind
from a hazardous material incident).

SPECIFIC RESPONSIBILITIES
1.

The incident commander shall:
a.

Assess the incident priorities and transmit an arrival report to police/fire
dispatch.

b.

Determine the incident strategic goals and tactical objectives.

c.

Develop and implement an incident action plan.
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Develop and expand the incident command structure to maintain control
over the incident, if needed as follows:
1)
Command Staff

2)

e.
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a)

Safety Officer

b)

Public Information Officer

c)

Liaison Officer

General Staff
a)

Operations

b)

Planning

c)

Logistics

d)

Finance/administration

3)

Intelligence can be placed in the command staff, general staff, as a
branch in operations or as a position within the planning section.

4)

The incident commander retains all functions of the command and
general staff positions unless those positions are staffed.

Assess resource needs
1)

Order resources

2)

Deploy resources

3)

Release resources

f.

Coordinate overall emergency activities.

g.

Serve as the ultimate incident safety officer responsible for preventing
firefighter injuries and death and assigns a safety officer at major
incidents, or as otherwise may be appropriate.

h.

Coordinate the use and activities of outside agencies and appoints a liaison
officer when necessary.

i.

Authorize the release of information to the media and assigns a PIO
(Public Information Officer).
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Ensure the incident is documented, reviewed, and forwarded to the
Director of Public Safety.

Operations officers shall:
a.

Manage incident tactical activities;

b.

Coordinate activities with IC and other section officers;

c.

Implement the incident action plan;

d.

Assign resources to tactical level areas:
1.

Fire incident:
a)
b)
c)
d)
e)
f)
g)
h)

2.

Fire attack
Rescue
Ventilation
Search
Traffic control
Pump operations water supply
Exposure control
Other tasks as need

Police incident:
a)
b)
c)
d)
e)
f)
g)
h)

Fire attack
Rescue
Ventilation
Search
Traffic control
Pump operations water supply
Exposure control
Other tasks as need

e.

Build an effective organizational structure through the use of branches,
groups, and divisions;

f.

Determine needs and acquire additional resources.

g.

Establish and supervise staging area when necessary.

h.

Establish inner and outer safety perimeters if not already completed by IC.

i.

Manage evacuation of affected areas if necessary.
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Safety officers shall:
a.

Relieve the IC of direct involvement of this responsibility;

b.

Identify and correct routine safety issues as needed;

c.

Identify unsafe situations and suggest solutions to the IC; and

d.

Have the authority to BYPASS command to stop an imminent hazard
situation but must notify command immediately.

Staging officers shall:
a.

Maintain an accurate count of crews assigned to staging;

b.

Assemble and deploy crews per the IC or Operations Officer’s request;
and

c.

Order additional resources to maintain a minimum of two groups, or as
directed by the IC.

Scene communications
a.

Communications should be face to face whenever possible to reduce radio
traffic. When radios are used be brief and concise.

b.

Reasons to communicate:
1)

Report progress or lack of progress;

2)

Request resources needed to make progress; and

3)

Safety issues.

c.

All radios will remain on the fire ground channel (E.G.R. FIRE) unless
otherwise instructed by the IC. (Mutual aid departments might need to use
Kent County F2 Fire-ground.) For law enforcement related incidents, all
radios will remain on Kent County F1 North unless otherwise instructed
by the IC or Kent County Dispatch assigns another channel.

d.

The IC shall be the only person communicating with dispatch, unless
approved by the IC (i.e., staging officer). All on scene communications
should be with one direct supervisor (i.e., operations officer or the IC). If
your message is of an urgent nature (e.g., “Mayday” or “Code Red”) and
you cannot reach a supervisor, contact dispatch directly.
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When the IC has a lengthy report or if the topic is of a sensitive nature the
cellular phone should be considered.

Planning section shall:
a.

Collect and manage all incident-related operational data.

b.

Provides input to the IC and operations for use in preparing the incident
action plan (IAP) and manages the planning process.

c.

Prepare the IAP.

d.

Conduct and facilitate planning meetings.

e.

Reassigns personnel already on-site to ICS organization positions as
appropriate.

f.

Assign assistants qualified to evaluate special hazards and manages
technical specialists as needed.

g.

Oversee preparation of the demobilization plan.

Logistics shall:
a.

Identify anticipated and known incident service and support requirements,
such as:
1)

2)

Communications - Channels and challenges
a)

Radios

b)

Cellular telephones

Ground Support
a)

Transportation
(1)

Additional personnel

(2)

Evacuees

(3)

Arrestees

3)

Medical support

4)

Supplies
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H.

5)

Food for incident personnel

6)

Facilities
a)

Places to send evacuees

b)

Incident Command structures
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If possible, plan for thee 36 hours ahead of operations.

Finance/administration shall:
a.

Provide financial and cost analysis information as requested.

b.

Oversee contract negotiations as it relates to needed resources when
required.

c.

Ensure compensation and claims functions relative to the incident are
being addressed, documents injuries, losses, and liability issues.

d.

Ensure that all personnel time records are accurately completed and
transmitted to home agencies, per policy.

e.

Track the time contracted equipment is used.

f.

Records expenses of equipment and consumable goods during the
incident.

g.

Process claims for accidents as they relate to government agencies or
contracted agencies.

EMERGENCY CONDITIONS
1.

If scene conditions change creating an immediate danger to the safety of
personnel, a team leader, officer, or supervisor may request that the IC broadcast a
RETREAT ALERT, via the radio, on the fire or police channel.
a.

The IC, safety officer, or operations officer may broadcast a RETREAT
ALERT, at any time. Activation of the air horns and sirens of all vehicles
will occur for approximately ½ minute.
1)

All personnel will evacuate the structure, confined space,
hazardous condition, or potentially hazardous area.
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2)

All personnel must immediately report to their division supervisor,
group supervisor, operations officer, or IC after evacuating.

3)

A face-to-face personnel accountability report (P.A.R.) will be
taken by the division supervisor or group supervisor as soon as
possible.

Hold P.A.R. reports until requested by IC.

East Grand Rapids Department of Public Safety will use the alert phrase MAYDAY
for a firefighter down.
a.

When announcing a MAYDAY, you will identify yourself by using your
assignment I.D. and location just as if giving a P.A.R. report. “Rescue one
is on second floor bedroom on the B side. We have a MAYDAY.”

b.

If possible, provide a report of the situation. “Rescue One has a firefighter
through the floor with a leg injury.”

c.

Request additional resources needed, or your intent. “Rescue One we
need the R.I.T. to assist in exiting, and a team to complete the
assignment.”

d.

Radio silence must be maintained to allow communication between the
officer/team, who have declared a MAYDAY, and the IC/operations section
chief.

e.

All teams operating will maintain their position and continue operations,
unless directed to do otherwise by the IC/operations section chief.

MAINTAINING SPAN OF CONTROL
1.

The IC may divide the scene into areas of operation either geographically, with
divisions or functionally, by creating groups when the incident commander’s span
of control exceeds a manageable number of crews to effectively monitor and
direct the emergency scene.

2.

In circumstances where groups are not assigned to a specific officer the IC
maintains responsibility for the specific direction of these groups. These groups
are identified by a specific name based on their duty, location, or another
designator chosen by the IC.

3.

A division supervisor is responsible for the activities within a given geographical
location, and the companies that he/she has been assigned. Division officers must
provide updates to the IC, request additional resources, report changes in
conditions, and suggest changes in the action plan. If an operation officer has
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been designated at a major incident or high-rise incident, the side officers will
report to the operations officer.
4.

A group supervisor is responsible for functional assignments that are not limited
to a specific geographical area. These may include assignments such as search
group, medical group, ventilation group, etc. Groups have the freedom to carry
out their assigned function in whatever geographical area they can best serve the
mission.

5.

The term division is used to identify geographic locations.
a.

During the firefighting operation, companies may be assigned to certain
geographical assignments such as roof, Division C, or Division 7 (in a
high-rise)

b.

If assigned to a Division, the Division is responsible for all activities
within that geographical area, with the exception of those that are
specifically assigned to a group.

c.

The geographic area around the incident will be designated as; Side or
Division A for the front of the building, (going clockwise around the
building) Side B the left side, Side C for the rear of the incident, and Side
D, the right side.

d.

In the event the front of the building is not readily identifiable, the IC will
declare which side is the front.

e.

The IC will determine the proper floor numbering. CAUTION: All
personnel should always pay particular attention to proper floor
numbering (i.e. when the front of the building is at a different level then
the rear). This is vitally important to our safety and efficient operation.
Roof
Division 8
Division 7
Division 6
Division 5
Division 4
Division 3
Division 2
Ground Floor - Division 1
Basement 1
Basement 2

f.

The term group is used to divide the operation into functional assignments.
For instance, in a mass transit emergency (bus, train, or airplane groups
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could be established to include a firefighting group, a rescue group, or a
medical group. At high-rise fires, an equipment group could be
established to facilitate the movement of equipment and supplies.

Safety

Incident
Command

Accountability

RIT
Fire Attack Group

Exposure Group

Rehab

Rescue Group

Attack 1

A Side

Search 1

Engine 1

Backup

B Side

Search 2

4621

Ventilation

C Side
D Side

J.

K.

PROCEDURES FOR IMPLEMENTING OPERATIONS
1.

At a large, complicated incident or as an incident escalates and the situation
exceeds a manageable span of control of the IC, he/she may appoint an operations
officer. The operations officer will normally work from the command post.
Typically, the operations officer will assume tactical (task level) responsibilities
while the IC will retain strategic responsibilities. The IC remains responsible for
the overall command of the incident. The IC should announce the establishment
of operations via the radio.

2.

After “operations” is established, assigned units operating at a tactical level will
report directly to the operations officer.

3.

When it has been determined that a high-rise fire is in progress and will require a
concerted fire department effort to extinguish, an operations officer designated by
the IC will advance to the fire area wearing full protective equipment including
SCBA. He/she will operate from a secure position between forward staging and
the fire area, normally one floor below the fire.

PROCEDURES FOR IMPLEMENTING BRANCHES
1.

Branches may be established for the following reasons:
a.

At a large incident or as an incident continues to escalate and the number
of resources exceeds a manageable span of control for the operations
chief.

b.

Multi-Functional emergency (i.e. WMD, HazMat)

c.

Multi-Jurisdictional (i.e. aircraft crash, mutual aid)

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Incident Command System

2.
L.

M.

5-13.17

Operations will work with branch officers to identify task level objectives. Branch
officers will assign tasks and monitor progress with resources under their command.

IMPLEMENTING SECTIONS
1.

As an incident continues to escalate, additional organizational support may be
required. “Section” designations will be activated when the corresponding
functions are needed by the incident.

2.

Each section will be under the direction of a section officer assigned by the IC.

3.

Each sections responsibility will be carried out by the IC until the organization is
sub-divided into sections. The sections are Operations, Planning, Logistics, and
Finance/Administration.

4.

For additional information, consult the Incident Command Systems Model
Procedures for Structural Firefighting.

STAGING (Fire Incident) SEE NEXT PAGE
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Incident
Command

Safety

Accountability

Finance
Admin

Operations

Planning

RIT

Haz Mat Branch

Fire Branch

Cost Unit

Resources Unit

Compensation/claim
Unit

Situation Unit

Procurement Unit

Documentation Unit

Time unit

Technical Unit

Safety

Suppression Group
Engine 1

Support Branch
Supply Unit
Facilities Unit
Service Branch
Communication Unit

Entry Group

Engine 12
Division B
L4
1841

Logistics

Entry 1

Medical Unit

Entry 2

Food Unit

Backup
Decon Group
Victim

Division C/D
Ladder 2

Firefighter
Equipment

EMS Branch
Fire Medical Group

Rehab
Haz Mat
Monitor
Civilian Med

Group

Triage
Treatment
Transport

1.

There are two basic levels of readiness for fire department vehicles:
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a.

Staging – Units stage about one block from the scene until ordered into
action by the IC. A cross street or a hydrant, are the best positions to stage
for an assignment.

b.

Forward Staging – units report to a specific location where they are under
the direction of a staging officer.

BUILDING EVACUATION
1.

Whenever a building must be evacuated, the incident commander will issue the
order on KC – Fire and the designated fire ground frequency or Kent County F!
North or the designated incident frequency. A ½ minute blast on the sirens and/or
air horn will be sounded.

2.

KC Fire Dispatch/Kent County F1 will put out an alert tone and an announcement
to evacuate the building. All personnel shall evacuate the facility immediately and
officers shall report to the Command Post for accountability.
Note: To avoid confusion, the signal for charging the hydrant line will be two
short blasts on the air horn or two short taps on the siren.

O.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

P.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

Q.

POLICY HISTORY
Rescinds:
Adoption:
Revised:

General Order #34 – Incident Management System revised 10.3.07
4.16.12
4.17.18, 1.28.19, 2.2.19

By order of:

___________________________
Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To ensure that the Director of Public Safety, Captain, and City Manager
receive timely notice of significant occurrences.

B.

SPECIFIC RESPONSIBILITIES. An on-duty supervisor shall notify the Director of
Public Safety, and the Captain whenever any of the following incidents occur within the
City of East Grand Rapids or involve East Grand Rapids Department of Public Safety
personnel:
1.

Homicide or any assault where the victim has serious injuries or might die;

2.

Suicide or attempted suicide where the victim has serious injuries or might die;

3.

Suspicious death or situation where the victim has serious injuries or might die as
the result of unknown causes;

4.

Fatal traffic accident or traffic accident where death might result;

5.

Criminal Sexual Conduct in the First, Second, or Third degree;

6.

Prior to any call-up of manpower other than minimum staffing requirements;

7.

Any politically sensitive or tense situation;
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C.

8.

Serious injury to or death of a Department member, while on- or off-duty, or
serious injury to or death of an immediate family member of any Department
member, or serious injury or death of any City employee, while on- or off-duty;

9.

Discharge of firearm other than for training purposes, or destruction of an animal
– including accidental discharges;

10.

Death or serious injury to any person in Department custody, or as a result of any
incident involving a Department member, or a pursuit;

11.

Prior to the execution of a search warrant;

12.

Natural disaster, unusually severe flooding, or major power outage;

13.

Any riotous situation or civil disturbance;

14.

Working structure fires including those where the Department is giving mutual
aid to other Departments; and

15.

Incidents where the Department has received a request for assistance from another
law enforcement or fire department and such request will require overtime or the
commitment of Department personnel for over one hour or the nature of the
incident poses serious officer safety concerns.

NOTIFICATION PROCEDURE.
1.

The on-duty supervisor shall make the notification:
a.

As soon as possible given emergency tasks that he or she must complete;
and

b.

When he/she has sufficient knowledge of the incident to relay.

c.

By radio, telephone, and/or cellular phone.

2.

To the Director and captain. If none of the above can be reached, notification shall
be made to the City Manager.

3.

The Director of Public Safety/designee shall notify the:
a.

City Manager once he has sufficient knowledge of the incident to relay.

b.

Mayor if the City Manager is unavailable.
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COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

General Order #2 – Notification to Director & Captains revised 8.31.07
4.16.12
9.5.18, 12.10.18, 7.3.19

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish guidelines for compliance with the provisions of the “Safe
Delivery of Newborns Act” effective January 1, 2001.

B.

GOALS. The “Safe Delivery of Newborns Act” is intended to:

C.

1.

Make it possible for a parent to surrender a newborn infant in a safe and
anonymous manner.

2.

Provide safe havens for unwanted newborn infants and avoid undue risk to their
lives.

DEFINITIONS
Newborn Infant. For the purposes of the law and policy, a newborn is defined as any

infant up to the age of 72 hours old.
D.

SPECIFIC RESPONSIBILITIES
1.

A civilian employee coming into contact with a parent wishing to leave their
newborn at the station under the guidelines of the law shall:
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a.

Immediately call for an officer to take control of the situation.

b.

Take custody of the child and ask the parent to wait for the officer to
arrive.

c.

Ensure the baby’s clothing or coverings are adequate for conditions.

Sworn members coming into contact with a parent wishing to leave their newborn
at the station under the guidelines of this law shall:
a.

Immediately take the infant into protective custody. The officer should
gain physical custody of the child as quickly as possible to avoid the
parent fleeing with the child.

b.

Confirm the surrendering person is a biological parent. If not, taking the
child is not allowable under the Safe Delivery of Newborns Law.

c.

As a trained first responder, immediately assess the infant’s vitals. At
minimum, complete an initial patient survey assessing the infant’s airway,
breathing, and circulation. The officer:
1)

Shall notify EMS immediately if there are any problems detected.

2)

May transport infants exhibiting no medical problems to Spectrum
East for physical examination using an approved car seat in a
Department vehicle.

d.

Reassure the parent that information shall be kept confidential.

e.

While it is not required, encourage the parent to identify him/herself, and
share relevant medical history information and information about the
pregnancy.

f.

Provide the parent with the Family Independence Agency form titled
“Surrendering Parent Rights” and review the contents of the form with the
parent. (These forms are located upstairs with all of the other forms.)

g.

Show the parent the Family Independence Agency form titled “Voluntary
Medical Background Form for a Surrendered Newborn” and request they
provide the needed information. Even if they do not want to identify
themselves, the officer should encourage the parent to provide the
family/medical history information. The officer should also question the
parent about any prenatal care the mother may have received or any
problems during pregnancy, and enter that information under the
“Comments” section.
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h.

Show the parent the Family Independence Agency form titled “Voluntary
Release for Adoption of a Surrendered Newborn by a Parent” and request
the parent sign the form. If the parent refuses, the officer should write
“Refused” across the form. (These forms are attached and located upstairs
with all of the other forms.)

i.

Contact Child Protective Services at (616) 247-6300 to advise and inform
them of the situation and that the infant was or is being transported to
Spectrum East.

j.

Accompany the infant, or in the case of an ambulance transfer, follow the
infant to the hospital. Once at Spectrum East and place the infant in the
protective custody of hospital personnel. Officers shall:
1)

Obtain the signature of the hospital staff member taking custody of
the infant on the medical questionnaire form and give a copy of
that form the hospital staff member.

2)

Turn in the original medical questionnaire form and the adoption
form with the police report.

3)

Not be required to wait for Child Protective Services at the hospital
once custody is transferred to hospital staff.

E.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

G.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

General Order #65 – Safe Delivery of Newborns Act revised 10/2/07
4.16.12
5.15.17, 7.20.18, 12.12.18

By order of:

Mark A. Herald, Director of Public Safety
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PURPOSE. To establish procedures for any severe thunderstorm watch or warning and
any tornado watch or warning that:
•

Are part of a citywide policy intended to provide a coordinated response; and

•

Ensures the safety of individuals engaged in City sponsored events as a primary
concern.

PROCEDURE – TORNADO WARNING NOTIFICATION. A tornado warning means
that a tornado has been sighted in the area, or that its presence was detected by radar.
The tornado warning will indicate the location where the tornado was sighted, the area it
is expected to move into, and the time during which the tornado will move through the area
warned.
1.

Actions to be taken. City personnel shall:
a.

Immediately suspend all regular city business. Assigned station personnel
are to move to designated areas of safety.

b.

Advise any non-city employees on the premises of the situation, and invite
them to join Department personnel in designated safe areas, which are the:

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Severe Weather Protocols

c.

d.
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1)

Lower level of City Hall adjacent to the “Break Room” marked
“Tornado Shelter;” and

2)

“Bunk Rooms” in the lower level of the Public Safety Department.

If Parks &
Recreation personnel are available, the shift supervisor shall coordinate
coverage so that the following locations are checked, those present are
notified, and youth are directed to the nearest area of safety or are
transported to an area of safety. If no Parks & Recreation personnel are
available, Department of Public Safety staff shall provide coverage.
Locations to be covered are:
Cancel all recreation activities and special events.

1)

Manhattan Park

2)

Collins Park

3)

Remington Field

4)

High School fields

5)

Middle School fields

6)

Breton School grounds

7)

Lakeside School grounds

8)

Wealthy School grounds

9)

Woodcliff School grounds

After the tasks listed above are completed, patrol units shall:
1)

Proceed to the highest ground available and act as storm spotters;

2)

Report dangerous conditions observed to station personnel and Kent
County Dispatch, and

3)

Be ready to move to an area of safety if necessary.

PROCEDURE – TORNADO WATCH NOTIFICATION. When the National Weather
Service issues a Tornado Watch for areas where tornadoes may occur during the next
several hours. The size of an average tornado watch is approximately 100 miles wide and
300 miles long.
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1.

Actions to be taken
a.

Regular City Hall and Department of Public Safety business shall continue
as usual, with greater attention to National Weather Service
announcements.

b.

Cancellation of all outdoor youth events and in progress youth events shall
occur and advise attendees to go home.

c.

Advise all adult and adult league recreation programs of the tornado watch.
The recreation supervisor or designee shall determine if the activity is
allowed to continue.
1)

D.
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In the event that the recreation supervisor or designee is not
available, the ranking Department of Public Safety member on duty
shall make this determination.

d.

The Director of Public Safety or designee shall determine if special events
are subject to cancellation. For purposes of this policy, designees are the
Captain, staff sergeant or sergeant.

e.

Indoor activities may continue.

f.

After notification tasks are completed, patrol units shall:
1)

Proceed to the highest ground available and act as storm spotters;

2)

Report dangerous conditions observed to station personnel and Kent
County Dispatch, and

3)

Be ready to move to an area of safety if necessary.

PROCEDURE – SEVERE THUNDERSTORM NOTIFICATION. When the National
Weather Service issues a Severe Thunderstorm Warning for the East Grand Rapids area,
or when frequent lightning strikes are present in the East Grand Rapids area.
1.

Actions to be taken
a.

Regular City Hall and Department of Public Safety business shall continue
as usual, with greater attention to National Weather Service
announcements.

b.

Manage outdoor activities the same as identified in section B. of this
procedure (Tornado Warning Notifications) including coordination with
Parks & Recreation personnel and coverage of designated sites.
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Cancel outdoor events. Direct youth and program participants indoors, if
the program allows for indoor recreation.
1)

Do not release youth participants. They shall remain indoors until
the situation has ended or they can be safely released to a responsible
adult.

d.

Indoor activities may continue.

e.

After notification tasks are completed, patrol units shall:
1)

Proceed to the highest ground available and act as storm spotters;

2)

Report dangerous conditions observed to station personnel and Kent
County Dispatch, and

3)

Be ready to move to an area of safety if necessary.

E.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

G.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

General Order #38 issued 10.1.07
4.16.12
6.28.18, 12.12.18, 7.3.19, 9.24.20

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish operational procedures for public safety officers acting in the
capacity of fire fighters who may be designated as the operator of the department’s aerial
ladder at either a fire incident or training session.

B.

SPECIFIC RESPONSIBILITIES
1.

Aerial ladder placement and set-up. Sworn members shall:
a.

When responding to a fire scene, take into consideration the placement of
the aerial truck. Check the area surrounding the truck, and make sure the
ground surface upon which the support plates and outriggers are going to
rest is level and a compacted or hard surface.

b.

Use jacks, outriggers, and safety locks as prescribed in the manufacturer’s
instructions.

c.

Exercise caution when utilizing the outriggers on ice or frozen ground, as
the downward pressure of the outriggers MAY cause the ice or frozen ground
to thaw; possibly creating an unstable condition which may cause the aerial
to fall on its side.
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2.

d.

Ensure jacks and outriggers are at least 5 feet from manholes and storm
drains.

e.

Check the area above the truck for electrical power lines. A minimum distance
of 10 feet from energized equipment.

f.

NEVER extend or retract the aerial ladder while an employee is climbing or
standing in ladder sections.

g.

NOT forcefully extend the bucket of the aerial ladder against a solid object
or use the object to support the ladder.

h.

When it is necessary to work from the Department’s aerial ladder, always be
secured with a safety harness.

i.

Ensure the steps and rungs of the aerial ladder have a slip-resistant surface.

j.

NOT mount or install tools or equipment on the turntable portion of the
aerial ladder.

Aerial ladder rated capacity. Sworn members shall:
a.

Not exceed the rated capacity for the aerial ladder. The rated capacity of the
East Grand Rapids aerial ladder is measured using an electronic “load
minder” which is located both in the bucket and on the turntable.
1)

3.

6-4.2

Load minder warning. An audible and light warning system is
activated when the aerial ladder reaches its maximum capacity.
Sworn members shall:
a)

Stop, unless life is threatened.

b)

Remove weight from the ladder and/or bucket until the load
minder returns to an acceptable level of operation; and

c)

Monitor the load minder gauge to ensure the aerial maintains
a safe operating range.

Aerial ladder operator. Sworn members acting as aerial ladder operators shall:
a.

Remain at the turntable when the ladder is occupied; and

b.

Refrain from moving the apparatus unless the ladder is in the bed.
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C.

TRAINING. All public safety officers shall be trained on the use of and be able to
demonstrate proficiency in the use of the aerial ladder at least annually. A record of this
training shall be maintained by the captain.

D.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

General Order #37 - Aerial Ladders, 10.3.07
4.16.12
11.26.18, 7.5.19, 9.10.20
4.28.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To provide guidelines ensuring a rapid and safe response to marine calls for
service, or an emergency situation, with Utility #22 or Marine #24 occurring in East
Grand Rapids or when an outside agency requests assistance.

B.

DESIGNATED PERSONNEL. One sworn member, selected by the director of public
safety, shall be designated as the “Airboat Program Coordinator,” who shall:

C.

1.

Oversee the upkeep and maintenance of the airboat.

2.

Start the airboat weekly to ensure it is in operating condition. In most cases this
will be completed during the Saturday equipment checks.

3.

Instruct all sworn personnel in airboat operations through approved training
sessions.

AUTHORIZED USE. The airboat may be used:
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1.

In all appropriate rescue operations.

2.

To investigate non-emergency complaints when staffing allows, and the K.C.S.D.
Marine Division is not available.

PROHIBITED USE. The airboat shall not be utilized:
1.

For marine patrol duties.

2.

For personal use.

3.

With non-department members on board without prior approval of the director of
public safety or captain. Members of other law enforcement or fire departments
may be on the airboat if they are present to assist in rescue or enforcement
activity.

4.

By other agencies without approval of the director or captain. Exception: If a lifethreatening condition exists, the shift sergeant may authorize use of the airboat if
prior approval is not obtainable.

APPARATUS DRIVER RESPONSIBILITIES. The driver of Utility #22 is responsible
for the safety of all persons riding on the apparatus. The driver shall:
1.

Inspect, by walking around the apparatus and boat prior to leaving the station and
ensure all compartment doors are closed and secure.

2.

Make certain all equipment in the airboat is secured and in place prior to leaving
the station.

3.

Make certain the trailer hook-up and electrical connectors are appropriately
connected with safety chains secured and trailer lights functioning properly.

4.

Make certain all persons riding on the apparatus are seated, with seat belts
fastened before the vehicle starts moving.

5.

Make certain the apparatus is driven in a safe manner, in accordance with this
procedure and accepted defensive driving practices.

6.

Watch out for other vehicular traffic, especially at intersections.

7.

Beware of the limited turning radius and capabilities of both the fire apparatus
and airboat trailer.

8.

Operate emergency lights, siren, and air horns during emergency response.
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9.

Perform, as soon as is practical after the morning briefing, the required
maintenance checks on the apparatus he/she will be driving along with an
equipment check on the airboat.

10.

Know the acceleration and breaking characteristics of the apparatus and the
capabilities of the trailer.

11.

Only back the apparatus and trailer when a spotter is in position to view the safe
area and signal the driver. Under emergency situations, it may be necessary to
back the apparatus without a spotter and extreme care shall be taken when doing
so.

AIRBOAT DRIVER RESPONSIBILITIES. The airboat driver shall:
1.

Complete all training requirements at an approved training course to be eligible to
operate the airboat during rescue operations.

2.

Ensure each passenger is seated while the airboat is in motion.

3.

Ensure each passenger wears an approved personal flotation device (i.e., PFD,
Mustang suit or life jacket) at all times while aboard the vessel.

4.

Ensure each passenger wears an approved helmet provided by the Department
while the airboat is in motion.

5.

Ensure radio contact is established with Kent County Dispatch and incident
command.

6.

Attach the safety kill switch to their person prior to starting the engine.

7.

Verify a safe, proper clearance of the propeller prior to starting the engine and
maintain proper clearance during operations.

RESCUE OPERATIONS. During rescue operations:
1.

A minimum of three rescuers, but no more than four rescuers, shall be on the
airboat. Exception: The Department recognizes deviation from this requirement
where immediate action is necessary to save a life.

2.

In another jurisdiction, a minimum of three rescuers, but no more than four
rescuers, shall be on the airboat. The best response would be three personnel from
our Department along with one person from the agency requesting our assistance.
Utilization of two East Grand Rapids personnel along with one person from the
requesting agency is acceptable.

3.

The airboat operator shall not leave the vessel at anytime during rescue
operations. The operator may assist with other duties while still on the airboat.
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TRAINING OPERATIONS. Sworn personnel:
1.

Desiring to drive the airboat during training operations shall have previously
completed all training requirements and an approved training course.

2.

With a shift sergeant’s approval, may operate the airboat solo based upon
completion of H.1. above and staff availability.

3.

Shall utilize an observer during solo training operations.

4.

Acting as the airboat operator shall maintain radio contact at all times during
training exercises.

CLEANING PROCEDURES. After the vessel is used for training or rescue operations,
the on-duty staff sergeant/sergeants(s) shall ensure that all:
1.

Equipment used is cleaned and placed in its proper location.

2.

Helmets, PFD’s, mustang suit, or life jacket(s) used shall be sprayed down with
water and hung to dry.

3.

Plugs are removed from the transom and the interior of the vessel is sprayed down
with water. Plugs shall be replaced after all water has drained from vessel.

4.

Rescue rope utilized are sprayed with water and hung to dry.

J.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

K.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

L.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

General Order #8 – Use of Department Boat, 8.31.07
4.16.12
1.23.18, 11.26.18, 7.5.19
9.18.20, 4.28.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish guidelines for the Department’s response to carbon monoxide
alarms.

B.

PROCEDURE
1.

In cases where a general carbon monoxide detector is sounding without medical
complaints, officers shall:
a.

Respond to the scene with a patrol unit and the Department’s medical unit
non-emergency.

b.

Ensure all occupants of the building or premises are evacuated. If this is
not the case, recommend that all persons leave, or conduct search and
rescue operations as needed.

c.

Contact all persons who may have been exposed and ask if any have
symptoms such as headaches, nausea, dizziness, shortness of breath,
confusion, or other medical problems. If so, render first aid as needed and
advise Dispatch to call for an ambulance. Encourage persons displaying
symptoms to seek medical attention.

d.

Advise the occupants to contact a heating contractor and/or the gas
company and not to re-enter the building/premises or allow others to reenter until a contractor or gas company representative has checked the
premises and give an all-clear.
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e.

Shall wear SCBA upon entering the building/premise if any occupants
have symptoms such as headaches, nausea, dizziness, and shortness of
breath, confusion, or other medical problems. If Department personnel
enter the building/premises where symptoms are present, the supervisor
shall summon additional personnel to the scene as back-up.

f.

Review the incident with the homeowner, business proprietor or occupant
and request they sign a “Department Carbon Monoxide Alarm Notice”
form. If the person refuses to sign the form, the officer shall note same on
the form and have another Department member witness the refusal. A
copy of the notice shall be left with the homeowner, proprietor, or
occupant.

In cases where a carbon monoxide detector is sounding and people complain of
illness, officers shall:
a.

Respond emergency status; and

b.

Request Advanced Life Support.

A supervisor shall also respond and ensure:
a.

All necessary steps, outlined above, are completed with emphasis on
providing medical attention for all persons reporting medical problems;
and

b.

The building/premises were evacuated.

Carbon Monoxide Testing. The Department shall not provide carbon monoxide
testing upon request or at the scene of an alarm. Homeowners, business
proprietors and occupants should be advised to contact a heating contractor or the
gas company for this service.

C.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

D.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

E.

POLICY HISTORY
Rescinds:
Adopted:

General Order #60 revised 3.1.07
4.16.12Revised:
1.18.19

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish guidelines for wearing ear protection/radio headsets while
operating or riding in the front passenger seat or jump seats of fire apparatus, or during
pump operations.

B.

SPECIFIC RESPOSIBILITIES
1.

2.

Sworn officers shall:
a.

Wear ear protection/radio headsets when driving or riding in the front
passenger seat or a jump seat.

b.

Wear the ear protection/radio headset as soon as practical when they are
involved in pump operations.

c.

Continue emergency operations without the headset if it malfunctions but
shall report the malfunction to a supervisor as soon as possible. The
supervisor shall report the malfunction or schedule repairs as soon as
possible.

Testing of the ear protection/radio headsets shall be completed as a part of the
weekly apparatus check. Any malfunction shall be reported as soon as possible to
a supervisor.
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C.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

D.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

E.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

General Order #33 – Ear Protection/Radio Headsets, 9/28/07
4/16/12
2.22.18, 12.1.18, 9.18.20
04.28.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish procedures for safe and timely fire apparatus response.

B.

SPECIFIC RESPONSIBILITIES
1.

Shift Sergeants shall:
a.

Be responsible for the safety of ALL persons riding on and operating
Public Safety Department fire apparatus. While it is understood that the
shift sergeant may not respond from the station with the apparatus, he/she
shall, require that:
1)

All persons driving and riding on the apparatus are seated, with
seat belts fastened, before the apparatus starts moving; and

2)

The driver is always instructed to operate the apparatus in a safe
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manner in accordance with this procedure and accepted defensive
driving practices.
b.

c.
2.

3.

Ensure annual driver, pump, and aerial training is conducted for all
members of their shift during the months of April, May, June, July,
August, and September; and
1)

Observe each shift member driving, pumping water, and operating
Platform #23 and Engine #21; and

2)

Document the shift’s training on the sergeants’ “Supervisor Daily
Activity Report” form.

Ensure that daily, the driver of a piece of apparatus places the pump in
pump gear and circulates water as part of the morning equipment checks.

Passengers shall:
a.

Monitor the apparatus’ speed and advise the driver if it is too fast for
conditions.

b.

Assist the driver in watching out for other vehicles, especially at
intersections; and

c.

Operate the siren, air horns and radio during emergency response.

The Driver shall:
a.

Be responsible for the safety of ALL persons riding on or operating the
apparatus.

b

Inspect, by walking around the apparatus prior to leaving the station, and
ensure all compartment doors are closed and secure; all equipment is
properly stowed.

c.

Make certain all persons riding on the apparatus are seated with seat belts
fastened before the vehicle starts moving.

d.

Make certain the apparatus is driven in a safe manner in accordance with
this procedure and accepted defensive driving practices.

e.

Watch out for other vehicular traffic, especially at intersections.

f.

Operate the siren, air horns and radio during emergency response when
there is no passenger.
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Perform, as soon as is practical after the morning briefing, the required
maintenance checks on the apparatus he/she will be driving.

h.

Have a good understanding of the apparatus he/she is driving and know
the:

i.

C.

1)

Weight, height, width, and length of the apparatus; and

2)

Acceleration and braking characteristics of the apparatus.

Utilize another Department member as a spotter when backing fire
apparatus. The apparatus shall be backed only when the spotter is in clear
view of the driver on the driver’s side of the apparatus.
1)

When the apparatus is backed, the spotter shall have a portable
radio and be in communication with the equipment operator; and

2)

Equipment operators may, in times of extreme danger, back the
apparatus without the presence of a spotter. Equipment operators
should, however, make reasonable attempts even during
emergencies to have a spotter.

RESPONSE PROCEDURE: NON-EMERGENCY (NO LIGHTS, NO SIREN)
1.

D.

6-22.3

Non-emergency vehicle driving is considered normal city and highway driving.
Standard defensive driving techniques shall be utilized. Non-emergency driving
procedures shall be followed when ordered to “respond” to a non-emergency call.
The driver of the responding fire apparatus shall:
a.

Obey the posted speed limit.

b.

Obey all traffic control devices, including traffic signals, stop signs, and
yield signs.

c.

Ensure all emergency warning lights are turned off.

d.

Ensure vehicle headlights are turned on; and

e.

Accelerate and decelerate slowly with as little braking as warranted.

RESPONSE PROCEDURE: EMERGENCY (LIGHTS & SIREN)
1.

The fire apparatus driver shall:
a.

Drive at a reasonable and prudent speed for existing conditions.
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b.

Come to a complete stop at all stop signs and red lights, making certain all
other vehicles have yielded the right of way before proceeding through the
traffic signal and/or device.

c.

Remember that emergency lights and siren are your REQUEST for the
right-of-way. They DO NOT guarantee it.

d.

Use all emergency warning lights and apparatus headlights.

e.

Use the siren during your entire response.

APPARATUS RESPONSE: NON-EMERGENCY (NO LIGHTS, NO SIREN)
1.

Fire apparatus shall respond non-emergency to the following incidents:
a.

Flush downs.

b.

Broken sprinkler or water pipes; and

2.

Move-ups to City or Township Engine houses.

F.

APPARATUS RESPONSE: OVERRIDE. A command officer and/or shift supervisor
shall override a non-emergency response when circumstances dictate. Dispatch also has
the authority to override a non-emergency response if they receive information indicating
life is in danger, persons are injured, or there is a working fire. If the first arriving patrol
unit reports a working fire or emergency, responding fire apparatus shall upgrade their
response to an emergency response.

G.

APPARATUS RESPONSE: EMERGENCY

H.

1.

Automatic fire alarms – Spectrum Hospital; and

2.

All other incidents shall receive an emergency response.

APPARATUS RESPONSE: FIRE APPARATUS.
1.

On all responses where Platform #23 and Engine #21 are dispatched, units may
respond from opposite directions whenever geographically possible.

2.

Platform #23 shall report to the dispatched address so it can be centrally located
for tools and/or aerial operations if needed.

3.

Engine #21 will stretch a supply line from the hydrant and proceed to the location
nearest the dispatched address.

4.

Attack hose lines will be deployed from Engine #21 unless directed otherwise by
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the incident commander.
I.

MUTUAL AID RESPONSE: ACCOUNTABILITY. For accountability of Department
personnel during mutual aid incidents, upon receipt of a mutual aid request, the senior
officer/supervisor of the responding unit shall:
1.

Collect passport tags for personnel aboard.

2.

Upon arrival, the senior officer/ supervisor shall ensure that the passport for each
responding officer is presented to the incident commander; and

3.

Ensure that the passports are returned to the responding officers at the conclusion
of the incident.

J.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

K.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

L.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

General Order #32 – Fire Apparatus Response, 9.28.07
4.16.12
4.17.18, 12.3.18, 9.21.20
4.28.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To outline the Department’s Fire Prevention Inspection Program.

B.

PROCEDURE
1.

Fire prevention inspections shall be conducted at least every two years for all
commercial businesses.

2.

The detective sergeant shall:

3.

a.

Have supervisory authority over the Fire Prevention Inspection Program,
and ensure all assignments, including follow up inspections, enforcement
action, and record keeping is completed.

b.

Work with the Department Fire Inspector to ensure inspections are
completed and scheduled when the Fire Inspector is available.

c.

Review all completed inspection reports and take appropriate and
necessary actions if any life-threatening conditions or situations exist.

The fire inspector shall:
a.

Complete all inspections on the departmental “Fire Inspections Report”
form.
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b.

Submit all completed “Fire Inspection Reports” to the detective sergeant
for review.

c.

Immediately report all life-threatening conditions or situations to the
detective sergeant.

d.

File completed fire inspection reports after they are reviewed by the
detective sergeant.

e.

Maintain a central file, in Emergency Reporting, of all “Fire Inspections
Reports” and records of all inspections, follow up inspections, compliance
or non-compliance, violations found, and citations issued, or enforcement
action taken.

f.

Shall be responsible for all follow up inspections and ensure any identified
violations are corrected or that appropriate enforcement action is taken.

g.

Issue any code violations if the business has failed to correct the fire code
situation they were previously informed of.

C.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

D.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

E.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

General Order #26 – Fire Inspections Prevention Program revised 9.4.07
4.16.12
4.17.18, 12.3.18, 7.4.19, 9.18.20
4.28.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To provide guidelines for emergency fire scene operations.

B.

DEFINITIONS
Hot Zone. An area that is considered dangerous generally requiring protective equipment,
specialized training, and special permission before entry is allowed.

C.

SPECIFIC INCIDENT RESPONSE PROCEDURES
1.

Fire scene response. Sworn members shall:
a.

Notify dispatch when apparatus is enroute.

b.

Respond with apparatus according to the guidelines outlined in Manual of
Policy & Procedure Section 6-22: Fire Apparatus Response.

c.

Position apparatus to provide the best coverage of the incident, while at the
same time, providing protection to the engineer and crew working from it.

d.

Upon arrival on the scene, establish a water supply any time there is visible
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smoke, fire or a report of smoke or fire from inside the residence.

e.

f.

2.

1)

A water supply shall be established prior to any interior operations.

2)

Exception: If there is an immediate life safety rescue needed.

If the first arriving unit, notify dispatch of their arrival on-scene and give a
quick size-up of the incident to other responding units, and establish
command.
1)

Other agencies, including requesting mutual aid, should be
considered if size-up determines that additional resources are
necessary to mitigate the incident.

2)

The RECEO and/or SLICERS matrix should be utilized by the
incident commander as a guide for tactical decisions. Both can be
found in Manual of Policy & Procedure Section 5-13: Incident
Command System.

A rapid intervention team (R.I.T.) shall be established prior to entry in
accordance with Manual of Policy & Procedure Section 6-46: Interior Fire
Fighting: Two-in, Two-out.

Pump Operations
a.

b.

Engine #21 operators shall:
1)

Ensure water continuously flows through the pump at all times, even
if the deployed hose line has not been charged.

2)

If a line is charged, leave the nozzle cracked open allowing water to
drip from the nozzle, preventing freezing during winter, or
overheating the pump.

3)

Once pump operations are completed, open drains to clear the line.

4)

Consider using salt or oil dry around the pump panel area to prevent
slip and fall hazards.

Platform truck #23 operators shall:
1)

If the pump is going to be used, follow the same procedures as
outlined for the Engine #21 operator.

2)

If the temperature is below 32 degrees and the pump is not used,
ensure water continuously flows through the pump at all times.
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3)

If the tower is going to be deployed, ensure the ground is solid
enough for outrigger placement. (Note: Do not set up on snow,
without first clearing the snow away to the bare ground.)

4)

Make sure the truck is as level as possible before setting up. (Note:
Minor elevation changes can create more problems in the winter than
in the summer as the outriggers can create more friction and
compression in the ground resulting in icing conditions.)

5)

Monitor the water spray from the nozzle because icing will occur on
the tower, creating a build-up of weight to the ladder.

6)

Consider using salt or oil dry around the pump panel area to prevent
slip and fall hazards.

Vehicle extrication. Sworn members shall:
a.

Use the incident command system in accordance with Manual of Policy &
Procedure Section 5-13: Incident Command System.

b.

If appropriate, use a unified command system for multi-agency coordination.

c.

Ensure extrication decisions which affect the care and handling of the patient
are coordinated with, and approved by, the incident commander.

d.

If the first arriving unit, transmit an initial condition report and request
additional equipment and personnel if needed.

e.

Conduct a scene overview which should include:

f.

1)

Type of situation;

2)

Any hazards noticeable;

3)

Number of injured and the severity of injuries;

4)

Number of trapped victims;

5)

Scene safety (close roadways if necessary); and

6)

Wearing a protective safety vest or turnout gear with reflective
markings when working at or around the scene.

Ensure patient protection is a high priority.
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g.

Wear protective equipment affording the maximum level of safety as
determined by the incident commander while in the extrication area.

h.

Whenever there is an obvious or suspected fire hazard, or when extrication
equipment is operating in the vicinity of the patient or rescuers, deploy a
charged hose line from Engine #21 or Platform #23. If a charged hose line
is not available, an ABC extinguisher will be immediately accessible.

i.

De-energize all electrical sources.
1)

4.

5.

6-28.4

Follow manufacturer guidelines for hybrid vehicles.

j.

Monitor flammable liquids and their vapors.

k.

Attempt to identify hazardous material situations and mitigate them up to the
level of training on-scene personnel have.

Multi-casualty incidents. Sworn members shall:
a.

Base their operational plan on the “Kent County EMS Protocols for MultiCasualty Incidents.”

b.

Use the following operational tactic guide for:
1)

Scene size-up;

2)

Formal triage areas for tagging patients shall be initiated any time
there are more patients than on-scene resources;

3)

Establishing a staging area;

4)

Establishing a triage area;

5)

Treatment; and

6)

Transport.

Water and ice rescue
a.

Personal protective equipment. During this type of operation, sworn
members shall wear a/an:
1)

Appropriate all-weather suit (Mustang Suit);

2)

Wet/dry suits with personal flotation device (PFD);
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c.

6.
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3)

A minimum Type III or Type V Coast Guard approved personal
flotation Device (PFD);

4)

Water rescue helmet; and

5)

Not wear turnout gear near the hot zone. (Note: The incident
commander(s) may use their discretion when determining the
appropriate level of protective clothing and equipment required for
personnel operating outside of the hot zone.)

Watercraft/airboat equipment. During this type of operation, the
watercraft/airboat shall be equipped with:
1)

Rescue sled;

2)

Appropriate flotation rope/karabiner;

3)

Throw rings/throw rope bag;

4)

Reaching devices;

5)

Whistle; and

6)

Cutting device.

Miscellaneous. Sworn members shall:
1)

Inspect the airboat’s equipment weekly and after each use or any
repair.

2)

Under no circumstances compromise any aspect of personal safety in
order to increase the speed of emergency operations.

3)

Not initiate emergency operations until all involved personnel have
donned necessary protective clothing and equipment prior to entering
the hot zone.

4)

During water and ice rescues, follow the guidelines established in
Manual of Policy & Procedure Section 6-46: Interior Fire Fighting:
Two-in, Two-out.

Gas leaks inside a structure. Sworn members shall:
a.

Upon the acknowledgment from dispatch that you are in-service, check to
see if the gas utility company has been notified. If dispatch has not notified
the gas utility company, request them to immediately do so.
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b.

Respond with appropriate apparatus and personnel.

c.

Stop a safe distance from the incident location as determined by the first
unit on-scene.

d.

With one member in full turn-out gear, shut off the gas supply, if
appropriate, and if the shut-off is on the exterior of the building.

e.

Ensure all occupants are out of the structure.

f.

Be in full turn-out gear including S.C.B.A. (masks not donned) and remain
in the staging area.

g.

Pre-connect attack lines and pull and prepare them for charging and
advancing if necessary.

h.

If possible, initiate ventilation without entering the structure. The officer-incharge may order this to be done. If positive pressure ventilation is to be
utilized, the fan motor must be started at the engine and advanced to its
proper location. (i.e., upwind side of the building.)

i.

Remain in a defensive mode until the arrival of the gas utility company.
Any further action by Department will then be determined by the officer-incharge.

Downed power lines or energized equipment
a.

Upon arrival at the scene the apparatus shall be placed at a safe distance from
the downed line and all personnel shall remain seated until direction is given
by the incident commander.

b.

It is the responsibility of incident command to maintain that level of safety
until relieved.

c.

Response to power lines down. Sworn members shall:
1)

Request utility company response.

2)

Consider all down power lines as energized.

3)

Place apparatus away from down power lines and utility poles.

4)

Place apparatus in a safe location away from overhead power lines.

5)

Locate both ends of the power line.
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f.
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Utilize barrier tape to secure the area and deny entry.

Response to power lines on vehicles. Sworn members shall:
1)

Request utility company to respond.

2)

Not touch the vehicle.

3)

Have occupant(s) remain inside the vehicle.

4)

Place apparatus a safe distance away from the down lines.

5)

If the occupants must leave the vehicle (e.g., fire or other threat to
life, etc.), instruct them to open the door, but not step out. They
should jump free of the vehicle without touching the vehicle and
ground at the same time.

Sub-station, transformer, electrical vault, and manhole fire. Sworn members
shall:
1)

Request utility company to respond.

2)

Clear the area.

3)

Be aware of explosion potential.

4)

Place apparatus in a safe location away from overhead power lines
and not over manholes.

5)

Protect exposures.

6)

Not make entry until electrical equipment is de-energized.

Electrical safety guidelines. Sworn members need to be aware that:
1)

Electricity always seeks its lowest level or ground.

2)

Electricity will travel any path it can as it seeks a ground.

3)

A “direct path” to ground is when contact is made between
something energized and a portion of your body such as your arm,
hand, head, or other body part.

4)

An “indirect path” to the ground occurs when you are holding
something or touching an object that is in contact with something
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energized. This could include tools or other equipment you may be
holding or when touching a fence, vehicle, or other object.
5)

Any down lines must always be considered energized with a
potentially lethal current. (i.e., telephone, cable)

6)

Lines can reset and become energized again by:
a)

Manual operation of a switch;

b)

Automatic re-closing methods from a remote location; and

c)

Induction where a de-energized line can become energized if
it’s near another energized line or through back feed
conditions.

7)

Power lines tend to have “Reel Memory” and may curl back or roll
on itself when down.

8)

Caution must be used when spraying water on or around energized
electrical equipment.
a)

Hose streams conduct current. Never spray water directly
onto energized power lines or equipment.

b)

For appropriate use of fog spray, it must be applied at the
base of the pole, your primary responsibility is to protect the
surrounding area.

D.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY
Rescinds:
N/A
Adopted:
11.18.18
Revised:
12.3.18, 9.21.20
Reviewed:
4.28.21
By order of:

Mark A. Herald, Director of Public Safety
East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

6-31.1

Manual of Policy & Procedure
Fire Operations
Section 6-31:

Ground Ladders
Distribution:

All Sworn Personnel
MLEAC Standards:

None

Risk/Freq.:

HR/LF
Effective Date:

04.28.21
Total Pages:

4

Table of Contents Section 6-31:
A.
B.
C.
D.
E.
F.
G.
H.
I.
J.

Purpose ........................................................................................................ 1
Comments ................................................................................................... 1
Definitions - Ladder Components ............................................................ 1-2
Ladder Types............................................................................................... 2
Ladder Operation ..................................................................................... 2-3
After Use Inspection ................................................................................ 3-4
Testing ......................................................................................................... 4
Compliance .................................................................................................. 4
Officers Assigned to Other Agencies .......................................................... 4
Policy History ............................................................................................. 4

A.

PURPOSE. To establish guidelines for firefighting personnel when using ground ladders.

B.

COMMENTS. Ground ladders:

C.

1.

Provide firefighters a means of safe access and egress, above and below ground for
rescue, ventilation, and firefighting purposes.

2.

Are also used as bridging (e.g., catch basin, etc.); and

3.

Used by the Department shall be compliant with NFPA 1931 and tested in
accordance with NFPA 1932.

DEFINITIONS - LADDER COMPONENTS
Anchor. Connected to the bottom of the bed to hold the halyard rope.
Beam. Main structural member of ladder that supports the rungs.
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Bed Section. Bases or lowest section of an extension ladder.
Butt. Bottom of the ladder
Dogs/Pawls/Locks. Secures the fly section in place when the ladder is extended.
Fly Section. Upper section of an extension ladder.
Guides. Slots or channels that raise the fly section.
Halyard. Rope used to extend fly section.
Heat Sensors. Indicate exposure to excessive heat.
Hooks. Used to secure a ladder to the roof.
Pulley. Grooved wheel that the halyard is pulled through.
Rungs. The cross pieces used for climbing.
Spurs. Metal safety plates on butt used for stabilization (aluminum or steel).
Stops. Metal pieces that prevent fly section from extending too far.
Tips. Top of the ladder.
D.

E.

LADDER TYPES
1.

10’ Attic Ladder

2.

14’ Combination Ladder

3.

14 and 16’ Roof Ladders

4.

24’ Extension Ladder

5.

28’ Extension Ladder

6.

35’ Extension Ladder

LADDER OPERATION. Firefighters:
1.

Methods of ladder carry are:
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Ground Ladders
a.
b.
2.

F.

One-person operation; or
Two-person operation.

Methods of ladder raising are:
a.

Flat raise; or

b.

Beam raise.

3.

Shall check for overhead obstructions.

4.

Raise the ladder.

5.

Check placement of ladder and ensure that/the:

6.

a.

3 to 5 rungs are above the roofline for roof access.

b.

Ladder is placed directly under the windowsill for non-rescue efforts.

c.

Ladder tip is below the windowsill at a 60-70-degree angle for rescue
operations.

Should avoid placing a ladder within 10 feet of power lines.

AFTER USE INSPECTION. Firefighters shall:
1.

Clean all ladders using a mild detergent after every use.

2.

Check all:

3.

6-31.3

a.

Heat sensors for any color change.

b.

Rungs for tightness or cracked welds.

c.

Beams and rungs for gouges, wavy conditions, or deformations.

d.

Halyards for any fraying or kinking.

e.

Roof ladder hooks for sharpness and proper operation.

f.

Extension ladders to ensure the pawls and locks are working properly.

Ensure all labels are present and legible:
a.

Electrical hazard.
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b.

Angle.

c.

Danger; and

d.

Heat sensors.

6-31.4

TESTING. All ladders shall be tested:
1.

Annually in accordance with NFPA 1932.

2.

By a qualified independent third-party testing company.
a.

All ladder testing records shall be maintained for the life of the ladder by the
detective sergeant or designee in Emergency Reporting. Located in the
library section under ladder testing.

H.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

I.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

J.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
5.14.18
12.3.18, 7.4.19, 9.24.20
4.28.21

By order of:

Mark A. Herald, Director of Public Safety
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PURPOSE. To establish guidelines for:
•

Hose loads on Platform #23 and Engine #21;

•

Annual service testing and repairs of the fire hose; and

•

Establishment of a replacement schedule for fire hose.

HOSE LOAD PROCEDURE
1.

Cross lays for Platform #23 and Engine #21
a.

Sworn members shall load all cross lays in a flat load as follows:
1)

Load approximately 75’ of hose in the cross lay area while creating
grab handles on both sides of the apparatus.

2)

Continue to load approximately another 75’ of hose before again
creating grab handles on both sides of the apparatus.
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2.

3.

C.
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Finish loading the remaining hose and place the nozzle on top of the
load so it can be deployed from either side of the apparatus.

Supply line. Sworn members shall:
a.

Lay all supply line in a flat load.

b.

Attach a hose accessory bag to the end of all hose supply lines. This bag will
contain a hydrant wrench.

High rise kits. Sworn members shall:
a.

Load all high-rise packs with 100’ of 1 ¾” line for standpipe operations.
(They are the long bags.)

b.

Ensure the high-rise kit accessory bag has an additional 50’ section of 1 ¾”
hose rolled up inside. (They are the short bags.)

HOSE TESTING PROCEDURE. Sworn members shall:
1.

Test all hose in accordance with NFPA 1962.

2.

Prior to testing, subject each section of hose to a physical inspection to
determine whether it is free of debris and damage from chemicals, burns, cuts and
abrasions.

3.

Test all 1 ¾” and 2 ½” hose using the hose testing machine.

4.

Test 4” and 5” hose using either the hose testing machine or the apparatus.
Note: If using the apparatus, temperature of the intakes and discharges needs
monitoring to prevent damage to the pump.

5.

Conduct the service test for hose. Members shall:
a.

Connect the hose to the discharge of the hose tester or pump;
Note: The total length of any hose line that can be attached to a single
discharge is 300’ (all 300’ must be the same size hose).

b.

Lay the hose out straight and without kinks;

c.

Connect the tester or pump to a water supply;

d.

Connect a nozzle or shut off device to the end of the hose;
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e.

Fill the hose line to be tested with water and bleed off all the air;

f.

Close the nozzle and increase the line pressure to 50 psi;

g.

Check all connections for leaks;

h.

Mark the connections with a marker to check for slippage;

i.

Clear the area and increase pressure slowly until the proper test pressure is
reached:
1)

200 psi for supply lines;

2)

300 psi for attack lines.

j.

Run the test for 5-minutes at the proper testing pressure;

k.

If a section of hose fails, tag it, and place it out of service for replacement or
repair; and

l.

Record the test date

HOSE REPLACEMENT PROCEDURE. The Department shall replace:
1.

200’ of 1 ¾” attack line annually. All 200’ of hose ordered should be of the same
color so an entire cross lay section can be replaced at one time.

2.

200’ of 2 ½” attack line annually. Color for this line is optional.

3.

200’ of supply line every 2 years.

E.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

G.

POLICY HISTORY. Rescinds: N/A
Adopted: 5.14.18
Revised: 12.3.18, 9.21.20
Reviewed: 4.28.21
By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish guidelines for keeping fire hydrants clear of snow and ice.

B.

SPECIFIC RESPONSIBILITIES
1.

2.

The captain shall:
a.

Assign each shift a geographical area for hydrant clearing during the winter.

b.

Post a map of each shift’s hydrant area in the “Briefing Room.”

Each shift supervisor is responsible for ensuring the hydrants in their area are clear
of snow and ice as needed.

C.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

D.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies shall be guided by this policy.

E.

POLICY HISTORY
Adopted:

12.27.18
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PURPOSE. To establish guidelines and procedures for:
•

Inspections of Department apparatus, equipment, personal protective equipment,
uniforms, and other equipment issued to members; and

•

Ensuring compliance with safety standards and rules issued by controlling
authorities.

SPECIFIC RESPONSIBILITIES
1.

Apparatus and equipment inspections shall be completed by on duty personnel,
under the supervision of the shift sergeant, each Saturday and after every
fire/accident where equipment was used.

2.

Except as otherwise noted, all other inspections shall be conducted by the
sergeants assigned to each shift during the first regularly scheduled work shift of
each month.
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3.

Weekly apparatus/medical unit inspection report forms shall be completed and
routed to the fire inspector.

4.

The detective sergeant shall ensure:
a.

All required inspections are completed;

b.

Any needed repairs or replacements reported are addressed;

c.

All weekly check forms are retained for the life of the apparatus or
equipment; and

d.

Inspection forms dealing with equipment issued to officers are retained for
the employment period of the employee plus 30 years.

FIRE APPARATUS & EQUIPMENT INSPECTION
1.

The following checklists shall be completed through Emergency Reporting on the
department I-Pad:
•
•
•
•
•

2.

ENGINE #21 – WEEKLY CHECK
E-UNIT MEDICAL BAG – WEEKLY CHECK
PLATFORM #23 – WEEKLY CHECK
SCBA – WEEKLY CHECK
UTILITY #22 & MARINE #24 – WEEKLY CHECK

Personnel shall:
a.

Inspect and check off each item on the checklist.

b.

Start and check items such as saws and generators, etc. for proper
operations.

c.

Note on the checklist any items needing repairs or replacement.

3.

If equipment is added to or taken off apparatus, the detective sergeant shall be
notified so the inspection forms can be corrected.

4.

Personnel shall:
a.

Not remove any safeguard from equipment except when necessary to
perform service; and then

b.

Replace the safeguard before returning the equipment to service.
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c.

Ensure the cutting teeth of chain are always covered when not in use.

d.

Ensure axes or sharp-edged or pointed tools are protected when stored or
carried on apparatus.

INSPECTION OF ROPES
1.

Fiber ropes shall be inspected by a Department member:
a.

b.

c.
2.

Visually after each use for the following conditions:
1)

Abrasions;

2)

Cut or broken fibers;

3)

Decay;

4)

Burns;

5)

Lack of strength;

6)

Softness;

7)

Variation in size or roundness or strands; and

8)

For mildew or mold.

Internally once each year by separating the strands at 3-foot intervals for:
1)

Broken fibers;

2)

Presence of grit;

3)

Mildew or mold;

4)

Color change of the fibers; and/or

5)

Powdering and short, loose fibers.

With the results recorded on the appropriate weekly check or inspection
form.

Synthetic ropes shall be inspected by a Department member:
a.

Visually after each use for the following:
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F.

G.

1)

Abrasions cut or broken fibers;

2)

Burns;

3)

Melted fibers; and/or

4)

Variations in the size of roundness of the strands.

6-43.4

With the results recorded on appropriate weekly check or inspection form.

LADDERS, PUMPS, HOSES, & SCBA FUNCTIONAL TESTS
1.

Ladders, pumps, and SCBA shall be inspected and tested annually by an
independent 3rd party.

2.

Hoses shall be tested annually in accordance with NFPA 1962 by station
personnel.

3.

The detective sergeant shall schedule:
a.

The testing for ladders, pump testing, and SCBA functional testing and
retain the testing records.

b.

Hose testing and retain the records.

PERSONAL PROTECTIVE EQUIPMENT (PPE)
1.

PPE shall be inspected by each user after each use as outlined in Manual of Policy
& Procedure Section 6-58: Personnel Protective Equipment.

2.

Bi-annually and after fires or training, the shift sergeant shall inspect the PPE of
each officer. The inspection shall include looking for cuts and/or tears to any
PPE, which shall be recorded on the inspection form.

3.

SCBA shall be inspected after each use and weekly as outlined in Manual of
Policy & Procedure Section 6-61: Self-Contained Breathing Apparatus (S.C.B.A.).

4.

PPE records shall be maintained by the detective sergeant and used to
establish a replacement schedule.

UNIFORMS & LAW ENFORCEMENT RELATED EQUIPMENT
1.

Inspections shall be conducted quarterly. The shift sergeant shall inspect those
items as set forth on the INSPECTION FORM and forward the completed form to
the captain.
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2.

Any items needing replacement or repair shall be noted. The sergeant shall see
that items needing upkeep by the officer are addressed.

3.

Replacement of police uniforms and gear will be done through the captain.

4.

Replacement of fire gear will be done through the detective sergeant.

H.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

I.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

J.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

General Order #25 – Inspection of Apparatus. Equip., & PPE, 9.4.7
4.16.12
4.16.18, 12.3.18, 7.4.19, 9.24.20
9.6.18, 4.28.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish procedures for fire ground operations ensuring Department
members comply with the OSHA “2 in / 2 out” regulation.

B.

APPLICATION. The regulation:
1.

Requires the use of SCBA and “2 in / 2 out” staffing, applies on fires beyond the
incipient stage, which is defined as:
“[F]ire which is in the initial or beginning stage and which can be controlled or
extinguished by portable extinguishers, class II standpipe or small hose systems
without the need of protective clothing or breathing apparatus.”

2.

Further defines when it applies:
“[O]nce fire fighters begin the interior attack on an interior structure fire, the
atmosphere is assumed to be immediately dangerous to life or health (IDLH).”

C.

SPECIFIC RESPONSIBILITIES. Sworn members shall:
1.

Use self-contained breathing apparatus in any IDLH atmosphere.
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2.

Work in a buddy system of two or more when performing interior structural
firefighting operations.

3.

Maintain voice or visual contact with one another at all times.

4.

NOT substitute radio contact for voice or visual contact.

5.

Not conduct interior firefighting activities unless four or more firefighters are
present and properly equipped. A minimum of two (2) firefighters must be
assigned to interior attack, and a minimum of two (2) firefighters must be ready to
perform rescue (rapid intervention team or “RIT”).

6.

Wear full turnout gear and SCBA when assigned to the RIT. Personnel shall be
equipped with all necessary tools to assist in a rescue.
a.

One of the persons assigned to RIT shall account for interior firefighting
personnel. This person may not be assigned to functions that would
interfere with the responsibility to account for interior personnel.

b.

The second person assigned to RIT may take on other roles. However, this
person may not be assigned duties (i.e., incident commander) critical to
the safety of other employees or that would interfere with the ability to
rapidly assist in rescue.

7.

Whenever an interior attack line is established, a back-up line shall be laid to the
building entry point.

8.

NOT enter a structure without an established water supply unless an exception
exists.

EXCEPTIONS
1.

OSHA recognizes deviation where immediate action is necessary to save a life “If initial attack personnel find a known life hazard situation where immediate
action could prevent the loss of life, deviation from the 2 in / 2 out standard may
be permitted.” The exception must be for a known life rescue only, and not used
for standard search and rescue activities. Standard search and rescue activities
may not begin until there are sufficient personnel present to comply with 2 in / 2
out staffing requirements.

2.

Known rescues done as an exception require notice to the incident commander,
and announcement by the incident commander. The incident commander is
required to prepare a written report, to be submitted to the Director.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
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action.
F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

G.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

General Order #35: 2 In / 2 Out, 10.1.07
4.16.12
4.19.18, 7.25.19, 9.24.20
4.28.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish procedures for a MABAS Division 3603 response.

B.

DEFINITIONS
Intra-division Response. A response within Kent County
Inter-division Response. A response outside Kent County or the State of Michigan
MABAS. Mutual Aid Box Alarm System
Strike Team. A group of 5 similar type apparatus (e.g. 5 engines, 5 tenders, etc.)
Taskforce. A group of mixed apparatus utilized as a “deployment team” (i.e., 3 engines, 1
platform, 1 heavy rescue, and 1 command officer).
POD. Point of Deployment

C.

PROCEDURE
1.

Involvement. During a MABAS response, the East Grand Rapids Department of
Public Safety shall provide:
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Task Force Team #1 with:
1)

Platform #23 and 4 sworn personnel; and/or

2)

2 sworn plus 2 additional personnel from the MABAS Division
will join the crew at the deployment site; or

2.

Points of deployment (POD). The primary deployment site shall be Plainfield
Fire Department located at 4343 Plainfield, Grand Rapids, MI 49525. The
secondary deployment site shall be the Cascade Fire Department located at 2865
Thornhills Grand Rapids, MI 49546.

3.

Deployment
a.

Specific responsibilities
1)

The KCSD’s Communication Center shall notify agencies of a
MABAS request via the “all call tone” and specify the resources
needed (e.g. Strike Team #1, Taskforce #2, etc.).

2)

The on-duty staff sergeant/sergeant shall:

3)
b.

a)

Acknowledge KCSD’s Communication Center broadcast
for the MABAS callout.

b)

Inform KCSD’s Communication Center that the
Department will be responding to the request or that we
will not be responding to the MABAS callout. (This must
be done so KCSD’s Communication Center knows that an
East Grand Rapids DPS crew will be assembling and
responding to the designated point of deployment. If we are
unable to respond, KCSD’s Communication Center will
continue MABAS response notifications with other fire
agencies from within District #3603.)

c)

Notify the Captain, and the Director of Public Safety of the
MABAS callout.

The Director of Public Safety shall notify the City Manager of the
MABAS request.

Once the request is made there will be either a 30 minute or 3-hour
window for the crew to assemble and meet at the point of deployment
(POD).
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c.

Once at the POD, all radio traffic will be transferred to the DNR channel.
No officer shall self-dispatch to the POD. No POVs shall be allowed at
the POD.

d.

Station assembly
1)

2)

The on-duty staff sergeant/sergeant shall:
a)

Assemble a team for deployment;

b)

Gather all necessary deployment equipment;

c)

If necessary, callback sworn personnel to fill vacant
deployment positions and/or fill shift positions;

d)

Ensure the four “Deployment Bag/Mission Ready Kits”
(which are located in the training room storage closet) are
taken by the responding team;

e)

Ensure the “EGR Deployment Guide” book (which is
located in the training room closet and contains the
Fuelman card and a list of needed equipment) is taken by
the responding team supervisor/commander;

f)

Once the team is ready, notify KCSD’s Communication
Center the team is en-route to the POD in a non-emergency
mode.

Sworn team personnel:
a)

Must realize the call-out most likely will send personnel
and equipment out of the area for an undetermined time. If
it is an immediate response the time will be less than 24
hours. If it is a response needed within 24 hours the
personnel shall plan on a minimum of three days;

b)

Need to be self-sustaining for a three-day period (This
means food, lodging, clothing, personal items, credit cards,
cash, etc.). Once at the response site, the logistics
department will provide needed resources;

c)

Shall take one “Deployment Bag/Mission Ready Kit” for
each officer on the response team. (Note: Four bags are
available as no more than 4 officers will ever initially be
assigned to a MABAS response).
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5.

6.

7.
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POD assembly. The East Grand Rapids team supervisor/commander shall:
a.

Notify KCSD’s Communication Center of the team’s arrival at the POD;

b.

Check-in with the POD command officer. (Note: This is a monthly
rotation of the Fire Chiefs within MABAS #3603);

c.

Ensure all radios are switched to the DNR Frequency;

d.

Complete necessary documents and checklists (Deployment Packet) (i.e.,
emergency contact and ICS command forms, etc. If necessary) and turn it
into the POD Commander; and

e.

Attend the mandatory on-site briefing with all EGR team personnel when
all units have arrived at the POD. The briefing will cover route of travel,
incident type, and status of incident.

Accountability. Each firefighter responding to the inter-divisional request will
have two approved accountability tags:
a.

Fire Trax Picture I.D.s; and

b.

Passport tag(s).

En-route procedures to the incident.
supervisor/commander shall:

The East

Grand Rapids

team

a.

Follow the predetermined route to the incident;

b.

Communicate between #3603 Red Center and the Taskforce or Strike
Team leader over the phone; and

c.

Ensure that Team leaders are the only individuals communicating with
#3603 Red Center while en-route to the incident.

Inter-divisional communications.
frequencies:

The following are standardized fire ground

•

FG RED:

155.7525

(V-Call 10)

•

FG WHITE: 151.1375

(VTAC 11)

•

FG BLUE

154.4524

(VTAC 12)

•

FG GOLD:

158.7325

(VTAC 13)
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•

FG BLACK: 159.4725

(VTAC 14)

•

FG GRAY: 154.29500

(DNR)
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Miscellaneous
a.

If necessary, the remaining on-duty staff sergeant/sergeant or captain may
notify neighboring jurisdiction fire departments of our deployment and
place them in standby mode to assist with needed resources.

b.

The Fire Inspector shall four times a year visually inspect the four
“Deployment Bag/Mission Ready Kits” to ensure they are available for
immediate deployment. This quarterly inspection shall occur in January,
April, July, and October of each year.

D.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
4.1.13
8.23.18, 12.10.18, 7.3.19, 9.24.20
4.28.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish a “Passport Accountability System” for use by sworn personnel
at emergency incidents and training sessions.

B.

DEFINITIONS
Passport. A Velcro tag system used for individual identification, accountability, assignment
and tracking of on-scene sworn personnel at an incident or training.
Command Board. A collection point for all Velcro passport tags and serves as a critical
incident personnel management system for accountability.

C.

PROCEDURE
1.

Accountability tags
a.

All sworn employees shall be issued two forms of accountability tags.
1)

A “White Velcro Tag” shall be used by the incident commander
(IC) to make assignments at the incident scene.
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6-55.2

The “Firetrax” tag (i.e., a photo identification card) shall be used
as:
a)

A riding list for personnel responding on a particular piece
of apparatus; and

b)

The master accountability list at the incident.

Each apparatus shall have the white passports located in the cab portion of the
apparatus.
a.

When a sworn member gets into the apparatus, he/she will hand their
accountability tags from their helmet to either the member sitting in the
officer’s seat or the apparatus driver.

b.

The member collecting the tags will place the white tag on the collector
passport and attach the “Firetrax” tag to the collector ring on the passport.

3.

Arrival at scene. The passport collector shall be provided to the incident
commander for the purpose of making assignments.

4.

First apparatus on-scene. If a sworn member’s apparatus is first on-scene and
command has not been established, the company/supervisory officer or senior
firefighter will establish command.
a.

The company officer/supervisory or senior firefighter shall use the
command board on the apparatus to start managing the incident.

b.

Once a command officer or more senior officer arrive on-scene, he/she
may:

c.

5.

1)

Assume the role of incident commander; and

2)

Reassign the original company/supervisory officer to an operations
position.

If the Platform #23 or Engine #21 is used as attack apparatus, the
driver/equipment operator’s white tag shall be placed on the passport
upside down. This denotation lets the incident commander know that this
member is still with the assigned apparatus.

Sworn members arriving in patrol vehicles. If a sworn member:
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a.

Arrives at the scene in a patrol vehicle and a command post is established,
he/she shall take their accountability tags to the command board and stage
for an assignment.

b.

Is the first unit on-scene, he/she will establish command and hold onto
their tags until a command officer, or the first fire apparatus, arrives onscene with a command board.

LARGE SCALE INCIDENTS. For incidents requiring the use of sectors and/or groups:
1.

The incident commander shall:
a.

Assign command/supervisory company officers as sector group officers.

b.

Note on the command board who the assigned officers are for the
sector/groups and what apparatus are assigned to them.

2.

The “Firetrax” tags shall be placed on the command board at the command post
prior to assignment to a sector or group.

3.

The sector/group command/supervisory officer shall be responsible for tracking
the white passports for assigned members in their sector/group.

4.

If the assigned apparatus is being:

5.

E.

6-55.3

a.

Released from the scene, all officers who were assigned to that apparatus
shall stop by the command post to retrieve their tags.

b.

If the apparatus is being reassigned to another sector/group, the equipment
operator of the apparatus shall notify the incident commander of the
change.

A water supply officer shall be:
a.

Established in incidents requiring a tender operation; and

b.

Responsible for collecting the white passports from the tender operators.

TERMINATION OF COMMAND. The incident commander shall:
1.

Not clear the scene until all passports are picked up by the command/supervisory
officer or senior firefighter of the assigned apparatus.

2.

Ensure no personnel leave any scene without having their tags.
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F.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

G.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

H.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
2.3.13
8.28.18, 12.10.18
4.28.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish policy and procedures regarding the use of personal protective
equipment (PPE) by Department personnel when involved in fire ground operations.

B.

POLICY
1.

2.

The use of personal protective equipment by Department members is mandatory
during fire operations, since:
a.

It is assumed that any Department member is in a dangerous area while
engaged in fire ground operations.

b.

There is no way to predetermine what hazardous conditions are in
existence.

The Department shall:
a.

Provide each sworn member their own personal protective equipment.
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D.
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b.

Attempt to issue PPE as close to the hire date as possible unless the PSO
has to attend the fire academy. It is preferable to have each officer
outfitted with their own gear by the start of the fire academy.

c.

Allow sworn members to use old equipment for training purposes if their
new gear has not come in prior to the start of the academy.

PROTECTIVE CLOTHING consists of:
1.

Nomex pants

2.

Nomex coat

3.

Nomex hood

4.

Helmet with face shield

5.

Gloves

6.

Self-contained breathing apparatus

7.

SCBA face piece

8.

Fire boots

SPECIFIC RESPONSIBILITIES. The Captain, staff sergeants/sergeants and officers
shall:
1.

Carry personal protective clothing while assigned to patrol duties.

2.

Wear:
a.

b.
3.

Personal protective clothing:
1)

When operating forcible entry equipment and tools, extrication
equipment, and any saws or cutting instruments.

2)

Personal protective clothing, including SCBA during salvage and
overhaul operations until determined otherwise by the incident
commander.

3)

During training to suit the task at hand.

SCBAs when working in an IDLH environment.

Inspect all personal protective clothing after each use and report defects to the
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detective sergeant for repairs or replacement.

E.

F.

4.

Clean or launder all personal protective gear within 24 hours of contamination in
an IDLH environment. If contamination is a blood borne pathogen, notify the
supervisor so the equipment is professionally cleaned.

5.

Be responsible for replacement of lost or damaged personal protective clothing
resulting from sworn member negligence.

EQUIPMENT ISSUANCE. All sworn personnel shall be issued:
1.

Nomex fire pants - 1 pair

2.

Nomex fire coat - 1

3.

Nomex hood - 1

4.

Fire rated gloves - 1 pair

5.

Fire helmet with face shield - 1 each

6.

SCBA face piece - 1

7.

Fire boots - 1 pair

8.

Extrication/utility gloves - 1 minimum

EQUIPMENT REPLACMENT PROGRAM
1.

Turn out gear
a.

To ensure that officer’s gear is replaced every 10 years, 4 - 5 sets of gear
(i.e., coat & pants) will be replaced annually.

b.

If the gear is severely damaged, degraded or weakened due to wear, it will
be replaced as needed to stay compliant with NFPA 1971.

c.

Gear for new employees will not be part of the annual replacement
program. However, it shall be considered in the replacement program for
future purchases.

2.

Helmets - shall be replaced every 10 years to ensure the safety and integrity of the
protective device.

3.

Fire boots - shall be replaced on an as needed basis.
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5.

Fire gloves/nomex hoods
a.

Shall be replaced on an as needed basis.

b.

The detective sergeant shall stock both in order to replace either piece of
equipment quickly.

Self-contained breathing apparatus (SCBA)
a.

b.

6.

G.
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NFPA 1852:
1)

Establishes guidelines for manufactures to build and design
SCBA’s.

2)

Is reviewed and updated every 4 to 6 years.

3)

Recommends replacement of SCBA units every three code cycles
or 15-20 years, whichever occurs first. The Department shall:
a)

Replace SCBA’s every 15-20 years to ensure up to date
safety and technology features are in service.

b)

Attempt to purchase these units as close together as
possible but split the purchase into two budget years.

SCBA bottles:
1)

Have a 15-year life expectancy according to DOT standards.

2)

Shall be:
a)

Replaced at a rate of 3 bottles per year.

b)

Hydro static tested every 5 years by an independent 3rd
party testing company.

Face pieces
a.

Face pieces shall be replaced on an as needed basis.

b.

The detective sergeant or designee shall schedule annual “FIT” testing to
be completed by a 3rd party vendor.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.
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H.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

I.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

General Order #31 – Personal Protective Clothing: Fire, 9.28.07
4.16.12
7.24.18, 12.10.18, 7.3.19
9.22.20, 4.28.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish Departmental guidelines for the Self-Contained Breathing
Apparatus (SCBA) Program.

B.

SCBA. The Department utilizes positive pressure self-contained breathing apparatus
manufactured by Scott Aviation (Scott 4.5) which is approved by NIOSH and MSHA.

C.

FIT TESTING. The Department utilizes the “Quantitative Fit Test” method which assesses
the adequacy of respirator fit by numerically measuring the amount of leakage into the
respirator.
1.

Fit testing for Department members is conducted annually or more often if there is
a significant physical change that may require a different face piece. Factors that
may affect mask fit are:
a.

Significant weight change;
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b.

Significant facial scarring in the area of the face piece seal;

c.

Significant dental changes;

d.

Reconstructive or cosmetic facial surgery; and

e.

Any other condition that would interfere with mask fit.

6-61.2

2.

Sworn members/firefighters are required to be clean shaven and/or have facial hair
that does not interfere with the fit of the face piece.

3.

Fit testing is administered by a qualified third party testing company.

USE
1.

Personnel shall use an SCBA for:
a.

All entry or exposure to a known fire environment, confined space,
chemical, and other hazardous material operations; or

b.

Entry into any environment having or suspected of having an IDLH
atmosphere.

2.

A Rapid Intervention Team (RIT) shall be established as soon as practical (upon
arrival on the fire ground) to ensure the safety of firefighters, yet not detract from
the responsibility to provide rescue and suppression to citizens.

3.

As described in the applicable NFPA standard a rapid intervention crew shall:
a.

Consist of at least two members;

b.

Be available to rescue a member or a team if the need arises;

c.

Be fully equipped with the appropriate protective clothing, protective
equipment, SCBA, and any specialized rescue equipment necessary given
the specifics of the operations under way.

4.

By way of illustration but not limitation specialized equipment may be an axe, pry
bar, pike pole, ladder, ropes, etc.

5.

The composition and structure of rapid intervention crews shall be:
a.

Flexible based on the type of incident and the size and complexity of
operations.
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Determined by the incident Commander after evaluating the situation and
the risks. The commander shall provide one or more rapid intervention
crews commensurate with the needs of the situation.

In the early stages of an incident, which includes the deployment of the
Department's initial attack assignment, rapid intervention crew(s) shall be in
compliance with the applicable NFPA standard and either one of the following:
a.

On-scene firefighters designated and dedicated as rapid intervention
crew(s); or

b.

On-scene firefighters performing other functions but ready to re-deploy to
perform rapid intervention crew functions. The assignment of any
firefighter shall not be permitted as members of the rapid intervention crew
if abandoning their critical task(s) to perform rescue clearly jeopardizes the
safety and health of any firefighter operating at the incident.

7.

Firefighters, while working in IDLH atmospheres, during interior structural
firefighting operations in fires that have progressed beyond the incipient stage, or
HazMat operations, will work in teams having a minimum of two (2) personnel
who remain in visual or voice contact at all times.

8.

Radio contact cannot be substituted for voice or visual contact.

9.

Two firefighters shall be located outside the IDLH atmosphere. Visual or voice
communication is maintained between the firefighters in the IDLH atmosphere and
the firefighters (RIT team) located outside the IDLH atmosphere.

10.

The RIT team shall notify the incident commander prior to entering an IDLH
atmosphere to provide an emergency rescue. The Department shall make every
endeavor to provide additional assistance.

11.

Firefighters located outside the IDLH atmosphere shall be equipped with:
a.

Positive pressure SCBA.

b.

Appropriate retrieval equipment to affect a rescue providing such retrieval
equipment would not increase the overall risk resulting from entry.

12.

If a firefighter detects a vapor or gas breakthrough, changes in breathing resistance,
or leakage of the face piece, he/she shall notify his partner and the incident
commander and both the firefighter and his partner shall leave the area
immediately.

13.

Nothing in this order is meant to preclude firefighters from performing emergency
rescue activities.
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Firefighters located outside the IDLH atmosphere shall be trained and equipped to
provide an effective emergency rescue.

QUALITY & QUANTITY OF BREATING AIR
1.

The breathing air in the Department’s Scott cylinders shall not exceed 4500 psi.

2.

The Department’s Scott SCBA cylinders are filled by the following Departments:

3.

a.

Kentwood Fire Department;

b.

Grand Rapids Fire Department; or

c.

Any department with a certified air filling station.

Breathing air in the Department’s Scott air cylinders must meet the requirements of
the Compressed Gas Association G-7.1-1997 Commodity Specification for Air.

F.

RECORDS. The Department shall keep “Fit Testing” records to assure compliance with
this procedure.

G.

INSPECTION OF SCBA
1.

2.

SCBAs shall be checked weekly pursuant to the “Weekly Check Form.”
Inspections shall be consistent with the manufacturer’s guidelines contained
therein, except:
a.

Cylinders may be permitted to remain in operation with cylinder content
reading no less than 4000 psi.

b.

Weekly inspections by fire personnel shall ensure that cylinders are in a safe
condition to the extent that this can be determined by a visual inspection.

c.

SCBA masks shall be thoroughly inspected at least once a month and after
each use.

d.

Each SCBA shall be inspected and cleaned following each use and
documented on the “Weekly Check Form.”

Any defective SCBA shall be removed from service, recorded on the “Weekly
Check Form” and reported to the shift supervisor, who in turn shall submit the
“Weekly Check Form” to the Detective Sergeant at the beginning of the next
business day.
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Copies of “Weekly Check Forms” shall be maintained and become part of the
permanent SCBA inspection and maintenance records.

REPAIR
1.

Replacement and repair operations of SCBA shall only be performed by personnel
trained and certified by the manufacturer.

2.

Only replacement parts approved and provided by the manufacturer shall be used
in the repair of any SCBA.

TRAINING. The training officer or designee shall conduct departmental SCBA training
upon initial employment and annually thereafter to include, but not be limited to:
1.

Principles of operations of the SCBA;

2.

Construction, uses and limitations of the SCBA;

3.

Donning and doffing;

4.

Practicing controlled breathing;

5.

Emergency procedures;

6.

RIT-PAK training;

7.

Emergency use of the RIT-PAK Rapid Intervention Crew/Company Universal Air
Connection (RIC-UAC) prior to placement of the RIT-PAK on fire apparatus, at
the time of initial employment, and annually thereafter. This shall include training
on the buddy breathing operation capabilities;

8.

Practical exercises in simulated hostile environments;

9.

Common causes of failures;

10.

Safety and escape measures; and

11.

Periodic drills to monitor firefighter proficiency in the use of the SCBA.

EVALUATION
1.

Evaluation of the SCBA equipment, program training, and performance shall be
ongoing.

2.

Annually, the Detective Sergeant shall initiate a review of the SCBA procedures.
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Personnel who wear, service, or supervise employees wearing respirators shall
periodically provide information on:
a.

Adequacy of the respirator being used;

b.

Accidents and/or incidents in which the respirator failed to provide adequate
protection; and

c.

Adequacy of training and maintenance on respirator use.

The program administrator (Detective Sergeant) shall recommend changes to the
program and implement modifications based on this information.

IMPLEMENTATION. The shift supervisor shall:
1.

Be responsible for implementation of this policy; and

2.

Take such action required to ensure compliance and performance of required
maintenance, inspection and training.

L.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

M.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies shall be guided by this policy.

N.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

General Order #30 – Self-Contained Breathing Apparatus Policy revised 10.5.07

4.16.12
7.30.18, 8.28.18, 12.12.18, 7.3.19
9.22.20, 4.28.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To provide guidelines to Department personnel when using spark producing
equipment in an explosive environment.

B.

COMMENTARY. Non-sparking or intrinsically safe tools are required and/or
recommended by many Federal agencies including OSHA, the Department of Energy
(DOE), the National Fire Protection Association (NFPA), the Mine Safety and Health
Administration (MSHA), National Institute for Occupational Safety & Health (NIOSH) and
Supervisor of Shipbuilding & Repair (SUPSHIP).

C.

SPECIFIC RESPONSIBILITIES. Sworn members:
1.

Should use non-sparking and intrinsically safe tools in any environment where
ignition sources are a concern. Applications include, but are not limited to:
a.

Maintenance and repair operations.

b.

Collection, holding and transfer.

c.

Hot work.
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d.

Work in confined space.

e.

Transportation (e.g., airports, railroads, tanker trucks, shipyards), chemical,
petrochemical and gas operations.

f.

Military.

g.

City, state, and federal governments (e.g., utilities, waste management,
Hazmat, WMD); and

h.

General dust environments (e.g., grain, mining, paper/pulp mills).

GUIDELINES. Sworn members:
1.

Shall keep non-sparking tools clean and free from ferrous or other contaminants,
which may impair the non-sparking properties.

2.

Shall not use non-sparking hand tools in direct contact with acetylene, due to the
possible formation of explosive acetyl ides, especially in the presence of moisture.

3.

Must be aware that during normal use, all hammers and chisels will progressively
develop some damage to the striking faces of hammers or the cutting edge and
striking end of chisels. As part of the normal operating and safety procedures, these
tools should be returned to the workshop, as with steel tools, to have the faces and
heads redressed. This is essential to prevent eye damage resulting from chips
detaching from the item during use (OSHA Standards 1910.266 and 1926.301).

4.

Shall not store hammers and other hand tools fitted with wooden handles in places
where the handles may dry out and shrink as this increases the risk of the handle
breaking or the head becoming loose (OSHA Standard 1910.266).

5.

Should avoid overstrikes, causing damage to the shaft. Supply replacement handles:

6.

a.

Are often available from the manufacturer; and

b.

Should be fitted by a competent operator, using an approved method of
fitting, and paying particular attention to the fitting of the wedges (OSHA
Standard 1926.301).

Should be aware that fiberglass:
a.

Handles might offer advantages over wooden handles in terms of breaking
stress and tolerance for adverse environmental conditions.

b.

Shafts fail progressively, rather than catastrophically, reducing the risk of
sudden failure, injury, or damage.
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7.

When selecting a wrench, must ensure the jaw opening has a close and tight fit on
the head of the nut or bolt to which it is being applied. This is especially true with
non-sparking tools, as they typically do not have the hardness of steel tools.

8.

As tools are designed for specific use - as with any tool - additional torque should
not be applied through the use of “cheater bars.” In addition to the increased
probability of tool damage, this is a dangerous practice for the safety of the operator.
Wrenches should not be used as levers, nor screwdrivers as chisels, and so on.

9.

Shall adhere to accepted standards of safety and maintenance for common steel hand
tools and non-sparking hand tools, in addition to any specific recommendations
resulting from the alloys used.

10.

When sharpening non-spark safety tools, follow normal safety procedures, such as
the provision of eye and face protection, adequate extraction and dust collecting
facilities.

E.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

G.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

7.13.18
12.12.18
9.22.20, 4.28.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish guidelines for medical first responders to keep their certifications
and to properly outfit a patrol unit as a certified first responder unit.

B.

MEDICAL FIRST RESPONSE COORDINATOR. The person assigned this duty shall:
1.

Monitor all department personnel’s continuing education credits to ensure they
follow licensing guidelines.
a.

In a three-year timeframe, complete 15 continuing education credits as
follows:
1)

Lecture or practical
a)

Preparatory – 1

b)

Pediatrics airway – 1

c)

Pediatrics assessment – 1

d)

Pediatrics medical – 1
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C.

e)

Pediatrics trauma – 1

f)

Operations – 4 (1 shall be in emergency preparedness)

g)

Airway Ventilation – 1

h)

Patient Assessment – 1

i)

Medical – 1

j)

BLS for Healthcare provider – 2

k)

Trauma – 1

7-4.2

Complete a cardiopulmonary resuscitation class and hold a CPR
card from any of the following:
a)

American Heart Association

b)

American Red Cross

c)

ASHI

d)

AAOS/ESCI

INSTRUCTOR COORDINATOR. The person assigned this duty shall:
1.

Complete a Michigan instructor coordinator course within the last two years.

2.

Have three years of field experience providing direct patient care with a licensed life
support agency at the level you are applying for.

3.

Have a license in the State of Michigan at or above the level you are applying for.

4.

Complete the exam for instructor coordinator through the Michigan Health
Department.

5.

Complete 30 continuing education credits every three years.

6.

To renew their instructor coordinator status:
a.

Successfully complete a department approved instructor coordinator
refresher program.

b.

Accrue 30 credits in Department approved professional development
continuing education in the following:
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1)

Instructional Techniques – 6.

2)

Measurement & Evaluation – 6.

3)

Education Administration – 6; or

7-4.3

Accrue 30 credits though a combination of 20 professional development
continuing education and 10 educational performance credits.

EMERGENCY VEHICLES shall:
1.

Start/run and be observed doing so.

2.

Have external warning system including visual and audio warnings which are
operational.

3.

Have a currently inspected fire extinguisher.

4.

Be equipped with flares or equivalent device – 3.

5.

Be equipped with a two-way communication device with dispatch that is State
MEDCOM Compliant.

6.

For airways have:
a.

Bag valve mask that is hand operated with a self-expanding bag with an
oxygen reservoir/accumulator: Valve (Clear and operable in cold weather)
and Mask (Adult, child, infant and neonatal sizes); Child (450-750ml) (1
each) and Adult (>1000ml) (1 each).

b.

Non-rebreather mask for adult, child, and infant – 1 of each.

c.

Nasal cannulas for adult and pediatric – 1 of each.

d.

Nasopharyngeal airways:
1)

1 size between 16-24 fr

2)

1 size between 26-34 fr

e.

Oropharyngeal airway (0-1, 2-3, 4-5) (1 of each).

f.

Oxygen Portable with regulator capable of 15 lpm, and supplies.
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g.

Portable suction (Can be manually powered).

h.

Suction Tubing: Wide-bore tubing, rigid pharyngeal curved suction tip and
tonsil and flexible suction catheters 6f-16f (1between 6f-10f and 1
between 12f-16f). 1 set for mechanical suction device.

For trauma-bandaging have:
a.

Arterial Tourniquet (commercial) – 1

b.

Bandages triangle – 4

c.

Band-aids

d.

Burn sheets–sterile – 2

e.

Dressing-large sterile trauma – 1

f.

Dressing- occlusive, sterile (aluminum foil, saturated gauze, etc.) – 1

g.

Rolled gauze bandages – 6

h.

Gauze pads- 4” x 4” sterile – 12

i.

Scissors-bandage/trauma – 1 pair

j.

Commercial arterial tourniquet – 1

k.

Tape-hypoallergenic – 1 roll

For trauma – splinting have:
a.

Cervical immobilizers: infant, child, adult – 2 each.

b.

Head immobilization device – 1 (Firm padding or commercial device).

c.

Long Spine Immobilization Device – 1 (Rigid support).

d.

Short Spine Immobilization Device – 1 (Rigid support).

e.

Splints – short, medium, and long – 2 each (Long must be at least 36 inches).

f.

Traction splinting device – 1.

Defibrillator:
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AED includes pediatric and adult capability

Miscellaneous – PPE & Other
a.

Alcohol-based hand cleanser (towelette, spray, or liquid) – 1

b.

Disinfectant cleaner for bloodborne pathogens EPA registered (For vehicle
cleaning) – 1

c.

Documentation tools (pens, tablet, run forms)

d.

Flashlight

e.

Gloves non-latex – 1 box or pouch of each size

f.

Hepa Respirator or N-95 Masks – 1 for each crew member

g.

Personal protection equipment: impervious gown, eye protection (Full
peripheral glasses, goggles, or face shield), and mask (1 for each caregiver)

h.

Protocol Access for pediatric and adult patient care (hard copy or electronic)

i.

Reflective safety vests.

Miscellaneous – Patient
a.

2 Blankets with 1 being a thermal absorbent blanket, or appropriate heatreflective material (adult size).

b.

Blood pressure cuff and sphygmomanometer: infant, child, adult, and
large adult – 1 each

c.

Bottled sterile water or bottle normal saline 0.9% (NS) – 1 Liter

d.

Cold packs – 2

g.

Emesis container – 1

h.

Heat packs – 2

i.

Infant thermal cap – 1

j.

OB kit-sterile contents – 1 (4x4 dressing, sterile scissors or other cutting
utensil, bulb suction, clamps for cord, sterile gloves, blanket).

k.

Soft restraints (May be cravats) – 4
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l.

Stethoscope – 1

m.

Thermometer with low temperature capability down to 86 degrees (i.e.,
hypothermia) – 1

n.

Towels (adequate size for padding) – 2

INSTRUCTIONS FOR REQUIRED CORRECTIONS OF EQUIPMENT
1.

2.

3.

Critical non-compliant equipment (Critical equip. is bolded in the above list.). The
Department has 24 hours to bring vehicle into compliance and notify the Michigan
Department of Health & Human Services (MDHHS) in writing that corrections were
made.
a.

Vehicle may be returned to service prior to reinspection with approval of
MDHHS if MDHHS is notified within 24 hours.

b.

Reinspection shall occur within 15 days of MDHHS notification.

c.

If the agency does not bring the vehicle into compliance within 24 hours, the
vehicle is considered out of service until it is reinspected.

Non-compliant (Not critical)
a.

If an agency vehicle is determined to be non-compliant, but not missing
critical equipment items, the agency shall be given 15 calendar days from the
date of inspection to provide MDHHS with a written explanation of
corrective action.

b.

The vehicle may remain in service during the 15-day period unless MDHHS
has ordered the vehicle to be taken out of service.

Other licensure issues
a.

MDHHS:
1)

Will initiate formal compliance action if a life support vehicle
remains out of compliance for more than 15 calendar days from date
of inspection.

2)

May order a life support vehicle out of immediate service if it
determines that the health, safety, and welfare of a patient may be in
jeopardy due to non-compliance with minimum equipment
standards, defective and non-functional equipment, or other
applicable reasons. A notice of such action shall be issued to the life
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support agency by MDHHS based upon the deficiencies identified in
the inspection report.
b.

A life support agency may immediately address potential violations during
the inspection. The inspection report will reflect the action taken and
MDHHS will consider that the indicator was met.

F.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

G.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

H.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
7.16.18
12.23.18, 9.24.20, 12.27.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To provide officers with guidelines for the proper use and care of issued
body armor.

B.

POLICY. The Department:

C.

•

Desires to maximize officer safety through the use of body armor in conjunction
with prescribed safety procedures.

•

Believes body armor provides a significant level of protection, but it is not a
substitute for basic safety procedures.

PROCEDURES & SPECIFIC RESPOSIBILITIES
1.

Issuance of body armor. Sworn personnel shall:
a.

Wear only issued body armor that complies with current minimum
protective standards as prescribed by the National Institute of Justice.

b.

As soon as practical, be issued new or replacement body when their
current body armor is damaged or worn.
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2.

4.

Pay for replacement body armor that they have misused or abused.

Use of body armor. Sworn personnel shall:
a.

Wear only agency approved body armor.

b.

Wear body armor at all times:

c.

3.

8-4.2

1)

While on patrol;

2)

During designated field training activities (e.g., firearms training,
etc.); and

3)

When engaged in plainclothes assignments outside the Department
and during any high-risk law enforcement activity.

Keep their body armor in their assigned vehicle or in a location that is
immediately available in the event of an emergency. Exceptions are as
follows, When the:
1)

Officer is involved in undercover or plainclothes work that his
supervisor determines would be compromised by use of body
armor;

2)

Officer is assigned to perform an administrative function; or

3)

Department determines that circumstances make it inappropriate to
mandate body armor.

Care and maintenance of body armor. Sworn personnel are responsible for:
a.

The proper storage of body armor in accordance with manufacturer’s
instructions and daily inspection for signs of damage and general
cleanliness;

b.

Cleaning assigned body armor in accordance with the manufacturer’s
instructions since dirt and perspiration may erode ballistic panels; and

c.

Reporting any damage or wear to the ballistic panels or cover to the
individual responsible for the uniform supply function.

Replacement of body armor. The captain shall:
a.

Maintain a master list of when body armor was issued to each employee.
This list will serve as the master record for replacement of body armor
based on manufacturer’s recommendation for replacement.
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b.

Utilize the master list to budget for the replacement of body armor on an
as needed basis.

c.

Review notifications that body armor has been damaged or worn and
make arrangements for replacement as needed.

D.

COMPLIANCE. All officers shall comply with all the conditions set forth in this policy.
Violation of this policy, or portions thereof, shall result in disciplinary action, up to and
including discharge.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Officers assigned to or assisting other
law enforcement agencies shall be guided by this policy unless otherwise directed by the
Director of Public Safety.

F.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

General Order #50 – Use & Care of Body Armor, 10.2.07
4.16.12
4.30.17, 10.26.17, 12.12.18, 7.5.19

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To define and set forth a procedure for informing victims of crimes of
services available to assist them.

B.

NOTIFICATION. Specific crimes requiring crime victim assistance or notification by
sworn members include:
1.

All felonies;

2.

Assault and battery (including domestic assault);

3.

Aggravated assault;

4.

Breaking and entering or illegal entry;

5.

Child abuse 4th degree;

6.

Enticing a child for immoral purposes;

7.

Discharge of a firearm/intentionally aimed firearm resulting in injury;

8.

Indecent exposure;
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9.

Stalking;

10.

Leaving the scene of a personal injury accident;

11.

Operating While Intoxicated or impaired resulting in an accident causing injury to
a person or property; and

12.

Selling or furnishing alcohol to an individual less than 21-years-of-age if the
violation results in physical injury or death to any individual.

SPECIFIC RESPONSIBILITIES. Sworn members shall:
1.

When taking an incident report or when involved in an investigation of any of the
listed crimes, give the victim the “211” card and the “Crime Victim Rights”
brochure along with the following information. Officers shall explain the
information to the victim.
a.

b.

The availability of emergency and medical services, if applicable.
1)

Spectrum Health Butterworth
100 Michigan St. N.E.
Grand Rapids, MI 49503
TX: 391-1680

2)

Spectrum Health Blodgett
1840 Wealthy St. S.E.
Grand Rapids, MI 49506
TX: 774-7740

3)

Metro Health
5900 Byron Center Ave. S.W.
Wyoming, MI 49519
TX: 252-7200

4)

Metro Health - St. Mary’s
200 Jefferson Ave. S.E.
Grand Rapids, MI 49503
TX: 685-6789

The availability of victim’s compensation benefits can be determined by
having the victim contact the:
1)

CRIME VICTIM’S SERVICES COMMISSION
Capitol View Building
201 Townsend St. PO Box 30195
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Lansing, MI 48909.
(517) 373-7373
www.michigan.gov/crimevictims
c.

d.

D.

The address and phone number of the Prosecuting Attorney, whom the
victim should contact to obtain information about victim’s rights.
1)

Kent County Prosecutor’s Office
180 Ottawa Ave. N.W.
Grand Rapids, MI 49503
(616) 632-6710
www.accesskent.com

2)

Varnum (City Attorney)
333 Bridge St. N.W.
Grand Rapids, MI 49504
(616) 336-6000

Notice to the victim that they may call the East Grand Rapids Department
of Public Safety for the status of their case at any time.

2.

Note the case number and telephone number of the department on the card.

3.

When an arrest is made, contact the victim to notify him/her of the arrest, confirm
the address and phone number of the victim, and inform the victim that a court
appearance may be necessary and he/she will be notified by a subpoena of such a
court date. Note: This shall be done by either the arresting officer or the assigned
investigator.

KENT COUNTY VICTIM WITNESS PROGRAM shall:
1.

Within 24 hours of arraignment, give the victim notice of the availability of pretrial release, the phone number of the lodging facility, and instructions on how to
contact the lodging facility to determine if the suspect has been released, or;

2.

Within 72 hours of arrest, if no formal arraignment has been held, give the victim
notice of the availability of pre-trial release, the phone number of the lodging
facility, and instructions on how to contact the lodging facility to determine if the
suspect has been released.
A victim can contact the lodging facility at the below address or telephone
number. The victim can go online at Access Kent and have notifications made
when the suspect is released from jail.
Kent County Sheriff’s Office
701 Ball Ave NE Grand Rapids, MI 49503
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TX: (616) 632-6301
Email: https://www.accesskent.com/InmateLookup/
E.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to other
law enforcement agencies will be guided by this policy.

G.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

General Order #39 revised 10/1/07
4.16.12
2.27.18, 11.26.18

By order of:

Mark A. Herald, Director of Public Safety
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Obtain additional facts for statistical purposes; and
Provide for a more efficient evaluation of shift and officer performance.

SPECIFIC RESPOSIBILITIES. Staff Sergeants/Sergeants & Officers assigned to the
Police Services Division shall:
1.

Submit a complete, truthful, and accurate “Daily Activity Report” at the end of
their tour of duty. This applies to all duty situations even if the working officer
never performs patrol responsibilities.

2.

Not complete a “Daily Activity Report” on their off day if attending court or

3.

Complete daily reports in TALON and forward it to a staff sergeant/sergeant for
review and approval.

working a special event. The overtime slip will suffice in these circumstances.

DAILY ACTIVITY REPORTS. The following guidelines shall be used by each sworn
member assigned to the Police Services Division when completing their “Daily Activity
Report.”
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1.

At the beginning of the shift, each officer shall log into TALON and start a “Daily
Activity Report” in their name.

2.

The “Daily Activity Report” shall include and record:
a.

Time. Time when you started the shift and the time you ended the shift.

b.

Equipment

1)

PBT number. The officer shall record if the equipment was issued,
when it was checked, and when it was returned.

2)

Patrol vehicle number. The officer shall:

3)

4)

5)

a)

Check fuel level at the beginning and end of the shift;

b)

Check mileage at the beginning and end of the shift;

c)

Ensure the vehicle was inspected;

d)

Ensure the back seat was checked;

e)

Verify if the vehicle was cleaned; and

f)

Record if equipment was issued, when it was checked, and
when it was returned.

Radar unit used. The officer shall ensure the unit was checked at
the:
a)

Beginning of the shift; and

b)

End of the shift.

Rifle. The officer shall:
a)

Check the patrol rifle in the vehicle and verify that it is
ready for service.

b)

Record if the patrol rifle was issued, when it was checked,
and when it was returned.

Shotgun. The officer shall:
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a)

Check the shotgun in the vehicle and if it was ready for
service.

b)

Record if the shotgun was issued, when it was checked, and
when it was returned.

Taser. The officer shall record:
a)

The Taser number he/she was issued for the day.

b)

If the Taser was issued, when it was checked, and when it
was returned.

Events for the day. The officer shall select and enter, if applicable, the

following:
1)

Event type from the drop down;

2)

Date of the event;

3)

Start time;

4)

Arrival time;

5)

Clear/end time;

6)

If the event was dispatched or self-initiated;

7)

Role played:
a)

Back-up; or

b)

Primary.

8)

Incident location;

9)

Complaint number if applicable;

10)

Complete the “Add Action” section for any complaint;

11)

“Add Action” section shall include:
a)

Category
(1)
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Arrests;

Daily Activity Report

b)

(2)

Citations/warnings;

(3)

Community policing;

(4)

Complaints; and

(5)

School liaison.

Count
(1)

c)

8-10.4

The number of complaints/citations/citizen contacts,
etc.

Type of action
(1)

(2)

(3)

(4)
East Grand Rapids Department of Public Safety
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Arrest
(a)

Arrest;

(b)

OWI/OUID/MIP; and/or

(c)

Warrant arrest.

Citations/warnings
(a)

Parking violations;

(b)

Traffic hazardous;

(c)

Traffic non-hazardous; and/or

(d)

Traffic verbal warning.

Community policing
(a)

Citizen contact;

(b)

Foot patrol;

(c)

SALT;

(d)

School patrol/crossing; and/or

(e)

Security awareness.

Complaints

Daily Activity Report

(5)

12)

(a)

Assigned complaints;

(b)

Assist other agencies;

(c)

Back-up officer;

(d)

Complaint follow-up;

(e)

Fire call;

(f)

Officer initiated; and/or

(g)

Traffic stops.
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School liaison
(a)

Car seat installation;

(b)

Other school liaison duties;

(c)

Safety drills;

(d)

School presentations; and/or

(e)

Tours.

“Daily Activity Report.” The officer shall include the:
a)

Time he/she started his/her shift.

b)

Activity completed during the shift. This shall include:
(1)

Time on fire duty;

(2)

Training time;

(3)

Mealtime;

(4)

Patrol time including:
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(a)

Start of patrol shift time;

(b)

All complaints;

(c)

All traffic stops;

Daily Activity Report

(5)
3.

(d)

All citizen contacts;

(f)

All mealtimes and locations; and

(g)

End of shift time.
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Station duty times.

The TALON “Daily Activity Report” will automatically calculate total time and
statistics when they are entered by the officer.

D.

COMPLIANCE. All officers shall comply with all the conditions set forth in this policy.
Violation of this policy, or portions thereof, shall result in disciplinary action, up to and
including discharge.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Sworn personnel assigned to or
assisting other law enforcement agencies shall be guided by this policy unless otherwise
directed by the Director of Public Safety.

F.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

General Order #22 revised 3/1/01
4.16.12
10.27.17, 12.1.18

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish guidelines for the organization, training, deployment, and
maintenance of the Honor Guard.

B.

POLICY. The Honor Guard is established to:

C.

•

Render appropriate honors to public safety officers, police officers, and
firefighters who have lost their lives; and

•

Represent the Department on official occasions and events, as directed by the
director of public safety.

ORGANIZATION & ADMINISTRATION
1.

Selection. Members of the Honor Guard shall be:
a.

Sworn members selected from the ranks of staff sergeant, sergeant, or public
safety officer; and

b.

Volunteers, with consideration given to personal bearing and commitment.
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Oversight
a.

b.
3.

D.
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The captain shall:
1)

Be responsible for the coordination of logistical and other support for
the Honor Guard; and

2)

Approve Honor Guard training sessions as needed.

A staff sergeant or sergeant shall serve as the Honor Guard supervisor if one
volunteers to do so.

Uniforms & equipment. Honor Guard members shall:
a.

Be specifically fitted with specialized uniforms and

accessories.

b.

Maintain their uniforms and equipment in a highly polished and presentable
manner, available for use at short notice.

c)

Ensure vehicles used for their assignments are washed and clean.

DEPLOYMENT
1.

The Honor Guard may be deployed as a complete or partial unit, as appropriate to
the event.

2.

Notification/activation
a.

3.

The Honor Guard shall:
1)

Only activate for assignment at direction of the director or designee.

2)

If deployed, not negatively impact, in whole or in part, the daily
operations of the Department, except under extraordinary
circumstances.

b.

LEIN messages containing notification of the death of active or retired police
officers in Michigan shall be promptly forwarded to the director or designee
for consideration of assignment.

c.

Other requests for deployment of the Honor Guard shall be directed to the
director or captain.

Funerals
a.

The Honor Guard shall deploy for funerals of active or retired East
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Rapids Public Safety officers in accordance with the wishes of the officer’s
family.

4.

b)

A two-officer detail of the Honor Guard may be assigned to represent the
Department at other law enforcement funerals within Kent County.

c)

The director shall determine representation by a similar detail at funerals
outside Kent County.

d)

Attendance by the Honor Guard is not intended to discourage the voluntary
attendance of other Department members at funerals.

Other events. The Honor Guard may deploy at other events, including Police
Officer Memorial Day services, parades, presentation of the colors at meetings and
conferences, etc., at the discretion of the director of public safety.

E.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

G.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

N/A
5.14.18
12.3.18, 7.4.19

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish guidelines, policy, and procedures regarding juvenile operations
and arrests.

B.

POLICY. The Department and all personnel shall:
1.

Commit to the development and maintenance of programs designed to prevent
and control juvenile delinquency.

2.

Be responsible for ensuring that these policies and procedures are complied with.
It is the responsibility of all Department members to have a basic knowledge of
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the Michigan Juvenile Code and a working knowledge of the Department’s
juvenile policies and procedures.
3.
C.

D.

Ensure that juveniles have the same constitutional rights as an adult and that these
rights are honored at all times.

DEFINITIONS
1.

Abuse. Harm or threatened harm to a child's health or welfare by a person
responsible for the child's health or welfare which occurs through non-accidental
physical or mental injury, sexual abuse or maltreatment.

2.

Child. A person under the age of 18 used in context of the child protection law
which pertains to abuse and neglect of a child.

3.

Delinquent and Criminal Offender. Any juvenile who commits an offense which
would be a criminal act if committed by an adult. Technically, a juvenile is not
considered a delinquent until adjudicated as such by the court.

4.

Diversion. A family court monitored intervention program for first time juvenile
offenders, or children with other needs or concerns, that parents, school officials,
Probate Court, or police believe would be better served in a counseling setting.
The Kent County Family Court Diversion program offers rehabilitative and
delinquency programs to juveniles. Upon successful completion of the program,
the juvenile would not have a juvenile record even if they were diverted from an
incident involving a criminal offense.

5.

Juvenile. A person under the age of 17 when reference is made to arrest,
detention, and diversion.

6.

Juvenile Status Offenders. Juveniles who are taken into custody for offenses that
are a violation of a local or state law that would not be a crime if committed by an
adult and which is applicable to the youth because of their age (e.g., runaway and
curfew violations).

7.

Neglect. Harm to a child's health or welfare by a person responsible for the child's
health or welfare which occurs through negligent treatment, including the failure
to provide adequate food, clothing, shelter, medical care, or reasonable
supervision.

CUSTODY. Sworn members:
1.

May take a juvenile into custody without a court order when:
a.

The juvenile is found violating any law or ordinance.
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b.

Conditions exist which would make the arrest lawful if the juvenile was an
adult.

c.

The officer reasonably believes the juvenile is evading the person or
proper authority having legal custody.

d.

Conditions or surroundings in which the juvenile is found are such as to
endanger their health, morals, or welfare.

e.

The officer continues a lawful arrest made by a private citizen.

Shall immediately notify a parent, guardian, or custodian of the arrest - as
required by law - once a juvenile is taken into custody and will document the
notification or attempt of notification in their incident report related to the arrest.
Officers:
a.

Shall include in their report the name of the parent or legal guardian of the
juvenile, address, phone number, place of employment, and the school
attended by the juvenile being arrested.

b.

If the incident involves a status offense or a minor criminal violation,
should release the juvenile to a parent or guardian as soon as possible.

c.

If the offense is of a more serious nature and the intent is to lodge the
juvenile in the County detention facility, should bring the juvenile there as
soon as possible for an interview and release to the custody of that agency.

SIGHT, SOUND, & PHYSICAL SEPARATION. Sworn members shall ensure that:
1.

Juveniles are separated from adult detainees by sight, sound, and physical contact
at all times. There are no exceptions.

2.

The sight and sound rule is enforced from the time the juvenile is taken into
custody including transport to the public safety department.

3.

Prior to arrival at the station, there is an area where the juvenile can enter and be
placed with sight and sound separation considerations.

LOCKED FACILITY PLACEMENT. Sworn members shall:
1.

If appropriate, place a juvenile, while being investigated for an offense, in the
interview room by the detective’s office provided they are under constant
supervision either by personal attention or on surveillance camera that is being
monitored while the juvenile is in the unlocked room.
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2.

Immediately transport any violent juveniles to the Kent County Juvenile
Detention Facility.

3.

Maintain at all times sight, sound, and physical separation between juvenile
suspects and any adult detainees.

4.

Not lock juveniles in any secure room or temporary detention cell if being held
only for a status offense. The determination should be made as soon as possible
whether the offense is a status offense, or if there is criminal behavior involved.

JUVENILE DETENTION. Sworn members may detain a juvenile when:
1.

Home conditions, including but not limited to a concern for the safety of the
juvenile, make immediate removal necessary.

2.

The individual is a runaway.

3.

The offense committed is serious enough that release would endanger public
safety.

4.

The individual is charged with a violation of law and no parent, guardian, or
responsible adult can be contacted to take custody of them.

5.

Detained for observation or study and treatment by qualified experts (those not
released to a parent or guardian).

JUVENILE RELEASE. Sworn members:
1.

May release a juvenile taken into custody to a parent or guardian whenever
possible rather than being lodged. The determining factors should be the nature
of the offense, the conditions the juvenile is being released into, and the juvenile's
attitude. Sworn members may:
a.

Release to a parent or guardian at the scene if the juvenile was taken into
custody for a minor offense.
.

b.

Take the juvenile directly home after the completion of required
paperwork if the offense is minor in nature and with the approval of an onduty sergeant.

c.

Also bring the juvenile to the Department for release if a parent or
guardian cannot be immediately contacted or when other circumstances
dictate.
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2.

Any time a juvenile is detained and charged with a criminal violation or a status
offense and is released to a parent or guardian, shall document in their report who
the juvenile was released to and who authorized the release to that subject.

3.

Shall not release juveniles on citations to appear in court for criminal offenses. A
juvenile may be issued a civil infraction citation (for various traffic offenses) and
ordered in to the 63rd District Court to answer the citation. A petition will be
sought for a misdemeanor traffic citation. The parent/guardian will be contacted
with a juvenile court date.

DETENTION OF A JUVENILE OFFENDER AT THE KENT COUNTY JUVENILE
DETENTION FACILITY.
1.

2.

Sworn members may be authorized to detain a juvenile:
a.

Who committed an alleged offense so serious that release of the offender
would endanger the public’s safety.

b.

Charged with a major offense and will likely commit another offense
pending trial if released.

c.

If another petition is pending against the offender.

d.

On probation.

e.

With prior adjudication, but is not under the court's jurisdiction at the time
of apprehension.

f.

If there is substantial likelihood that if released to the parent or guardian,
with or without conditions, the juvenile will fail to appear at the next court
proceeding.
1)

If the juvenile is being released to a parent or guardian
consideration should be given to the conditions the juvenile is
being released into.

2)

If there is a concern that releasing the juvenile to a parent or
guardian may put their safety in jeopardy, the officer should
consider other arrangements for the juvenile.

If a juvenile is transported to the detention center, the officer shall complete:
a.

An East Grand Rapids DPS incident report; and.

b.

All necessary detention paperwork at the County Facility.
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PROCESSING OF JUVENILE OFFENDERS. Sworn members shall process juveniles:
1.

At the court. If lodging a juvenile at detention and the court is closed or is not
available for processing (ie, Fingerprinting and Photographing), the juvenile may
be processed at the Kent County Jail by having dispatch contact intake and advise
them you are bringing in a juvenile for processing. The area must be clear of any
adult detainees within sight, sound, or physical presence of the juvenile. Once
processed, the juvenile can be transported to detention.

2.

The same as adult offenders but never with adult detainees within sight, sound, or
physical presence of the juvenile.

STATEMENTS
1.

2.
a
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Non-custodial statements. Sworn members shall:
a.

Understand there is no legal requirement for a parent to be present during
a non-custodial investigatory contact with a juvenile.

b.

Inform the juvenile and the parent/guardian, if present, that the juvenile is
not in custody and is free to leave at any time.

Custodial statements. Sworn members shall:
a.

Understand there is no legal requirement for a parent to be present during
custodial investigatory interrogation/interview with a juvenile.

b.

If a custodial interrogation/interview is to be conducted and the juvenile is
going to be lodged rather than turned over to a parent or guardian, take the
individual to the detention center for the interrogation/interview.

c.

Advise the juvenile of their Miranda warnings the same as in the case of
an adult interrogation/interview.

d.

Conduct a custodial interrogation/interview of a juvenile with no specific
time limit. However, the investigator must be able to demonstrate that the
length of time was reasonable when considering all circumstances
involved in the incident.
1)

The length of time spent in an interview/interrogation with a
juvenile must be reasonable considering all conditions surrounding
the incident for the general wellbeing of the juvenile.

2)

No more than two officers at a time will be involved in the
interview/interrogation of a juvenile offender.

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Juvenile Operations & Arrests

8-16.7

e.

Answer procedural questions concerning the incident that a juvenile or
their parent/guardian may ask pertaining to the Department or the juvenile
justice system and inform them the process the juvenile will go through
within the system.

f.

Be aware that the voluntariness of the confession will be considered by the
court and will be based on totality of the circumstances which will be
decided based on the following factors:
1)

Age, intelligence, and educational background of the juvenile;

2)

Mental capacity, including whether the defendant was nervous and
physical condition;

3)

Prior experience in the criminal justice system;

4)

Whether the defendant is suffering from any injury or pain at the
time the statement is given;

5)

The duration of the questioning;

6)

Time of day;

7)

Whether the defendant is tired and is desirous of sleep;

8)

Length of confinement;

9)

Whether Miranda or police caution warnings were given, when,
and whether the defendant understood them;

10)

Whether the room size was of sufficient size and supplied with
appropriate furniture;

11)

Whether the defendant was cuffed or threatened;

12)

Whether the defendant was refused the use of the bathroom;

13)

Whether there was a promise of leniency;

14)

Whether the juvenile understood the interview/interrogation
process;

15)

Whether a youth/school liaison officer is present during the
interview/interrogation;

16)

Whether the parents were notified;
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17)

Whether the juvenile asked for a parent to be present;

18)

Whether the police prevented a concerned adult from speaking
with the juvenile, which is a significant factor; and

10)

Familiarity with English or the official language.

DISPOSITIONS ON JUVENILE OFFENDERS
1.

2.

Release of juveniles’ in-custody.
juveniles when:

Sworn members may release in-custody

a.

Warned and released with no further action taken (this would include
juveniles being released on status offenses and minor criminal violations).

b.

Lodged at the Kent County Juvenile Detention facility pending court
disposition on the charge(s) or contact with the parent/guardian to take
custody of the individual.

c.

Following established Department guidelines regarding the transportation
and treatment of juvenile offenders while in custody according to established
Departmental guidelines.

Diversion or release program
a.

Diversion or release may be considered for all crimes except those listed in
section L.2.d. of this directive. When parental action is promised or
counseling will serve in the best interest of the youth, charges may be
dropped. Recommendations from complainants or victims will also be
considered. Diversion is normally determined by the prosecutor's office at
the recommendation of the investigating officer. Factors to consider are:
1)

Nature of offense;

2)

Juvenile's age;

3)

Nature of the problem that led to the offense;

4)

Juvenile's character and conduct;

5)

Juvenile's behavior in school, family, and group settings;

6)

Prior record; and
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The availability of community based rehabilitation programs,
if applicable.

b.

Juveniles who come to the attention of the Department for the first time as
status offenders will normally be placed in a diversion program, or warned
and released to their parent or guardian.

c.

Diversion may include a referral to an agency or individual that provides a
resource that may help in resolving the problem. Information on agencies
available may be obtained from juvenile probation officers.

d.

Juvenile offenders who do not qualify for diversion will be petitioned to
family court.
All petitions must be approved by the prosecuting
attorney/city attorney.
The following types of crimes, by law, cannot
be diverted and must be petitioned to the family court:
1)

Felonious assault;

2)

Assault with intent to commit murder;

3)

Assault with intent to do great bodily harm less than murder;

4)

Assault with intent to maim;

5)

Assault with intent to commit burglary or any other felony;

6)

Assault with intent to rob either armed or unarmed;

7)

First/Second degree murder or manslaughter;

8)

Kidnapping;

9)

Any criminal sexual conduct offense;

10)

Armed or unarmed robbery;

11)

Prisoner taking hostage;

12)

Mayhem;

13)

Assault with intent to commit criminal sexual conduct;

14)

Any type of breaking and entering;

15)

Any drug offense; and
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Any alcohol driving offense.

CURFEW ENFORCEMENT
1.

2.

N.
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Age for curfew
a.

Minors under 12 years old:

10 p.m. - 6 a.m.

b.

Minors 12 - 16 years old:

12 a.m.- 6 a.m.

Enforcement of the curfew ordinance by sworn members:
a.

In the City is intended to provide for safe streets and the denial of
opportunities for juveniles to commit other offenses.

b.

Promotes compliance on the part of parents and guardians of juveniles to be
responsible for their children.

c.

Toward a juvenile shall be at the discretion of any officer of the Department
when they encounter persons who are violating the ordinance. This action
may include:
1)

Verbal warning and release. When a violation is found and no arrest
is made, complete a report and forward to the school liaison.

2)

Arrest juvenile offender on written case report and release to the
custody of the parent or legal guardian.

CHILD PROTECTION LAW. Sworn members shall:
1.

By law, make an immediate report either oral or by other means to the Department
of Human Services (DHS), and file a written report within 24 hours, if there is
reasonable cause to suspect neglect, abuse, or abandonment of a child.

2.

Make the immediate report by phone to Child Protective Services. The officer taking
the initial report will be responsible for making this notification.

3.

If the reporting officer, fax a copy of the written incident report to Child Protective
Services.

4.

By law, remove children from a parent/guardian without a court order if in the
opinion of the officer the child is in danger.
a.

An attempt to contact the Department of Human Services should be made
immediately upon removal of the child.
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A copy of the incident report will be forwarded with a completed copy of the
DHS3200 form that is sent to the Department of Human Services.

INTERVIEWING JUVENILE VICTIMS OF ABUSE, NEGLECT OR CSC
1.

Only officers authorized by the Public Safety Director or designee may conduct
interviews of juveniles who are victims of abuse, neglect or criminal sexual conduct.
Under normal circumstances, all forensic interviews of juveniles should be
conducted by trained officers at the Children’s Assessment Center.

2.

Officers authorized to conduct the interviews shall use the interview protocol
established by the Kent County Prosecutor/Children’s Assessment Center for
interviewing juveniles who are victims of abuse, neglect or criminal sexual conduct.

P.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

Q.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

R.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

N/A
5.3.18
12.3.18

By order of:

Mark A. Herald, Director of Public Safety
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PURPOSE. To establish policy, guidelines, and procedures for sworn personnel that:
•

Outlines police operation of motor vehicles by members of the Public Safety
Department; and

•

Provide tactics and considerations when members are involved in a pursuit or are
engaged in an emergency or non-emergency driving situation.

DEFINITIONS
Audible Signal. A bell, siren, air horn or exhaust whistle “capable of emitting sound
audible under normal conditions form a distance of not less than 500 feet…” (MCLA
§257.603 and §257.706)
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Closing. An attempt to catch up to a violator who may or may not be aware of the
officer’s presence, but who is not making an obvious attempt to flee or escape.
Emergency. As a method of motor vehicle operation, “Emergency,” means an immediate
response, utilizing emergency warning lights and a siren. Emergency responses are
necessitated by events which, if allowed to continue unchecked, will likely result in
death, injury, or serious property damage. An emergency response may also be
appropriate during, or following, the commission of a serious felony.
Intentional Collision. Means purposely causing contact between a police vehicle and a
fleeing vehicle in an attempt to cause the fleeing vehicle’s operator to stop.
Marked Vehicle. An authorized emergency vehicle of a law enforcement agency bearing
police insignia and equipped with both audible and visual emergency warning devices, as
required by the Motor Vehicle Code, for the purpose of being exempted from certain
traffic regulations during emergencies or pursuits.
Non-Emergency. As a method of motor vehicle operation, “non-Emergency”, means
routine driving. Non-emergency operation is that which is generally used while on
routine patrol, or when responding to calls for service of a non-emergency nature.
Pacing. The positioning of a police vehicle at a stable fixed distance behind a speeding
vehicle in order to determine the speed of the violator.
Police Vehicle. A vehicle used for police operations. Sometimes referred to as a “patrol
vehicle” or “patrol unit”. There are two types of police vehicles, marked and unmarked.
Pursuit. An attempt by a police officer, in an authorized emergency vehicle, to apprehend
one or more occupants of another moving vehicle when the driver of the fleeing vehicle
is attempting to avoid apprehension by maintaining or increasing speed, maneuvering in
an evasive manner, or by ignoring the police officer’s attempt to stop the vehicle after the
officer has engaged emergency warning lights and siren.
Roadblocks. Are established barriers across all or part of the traveled portion of a
roadway. Roadblocks shall be used only in the most extreme situations. Once a
roadblock is established, no one is to remain in or next to the blocking vehicles.
Termination. As a technique of pursuit management, “termination”, means the
discontinuance of active pursuit by both the primary and back-up police pursuit vehicles.
Unmarked. Any vehicle not meeting the definition of a marked vehicle.
Visual Signal. At least one flashing, oscillating, or rotating red or blue light visible under
normal atmospheric conditions; from a distance of 500 feet to the front of the vehicle
(MCLA §257.603, §257.632 and §257.653).
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GENERAL CONSIDERATIONS
1.

Reasonableness is the primary evaluation consideration in any driving situation.
a)

b)

c)

2.

3.

In an emergency response situation, the reasonableness of an officer’s
actions will be evaluated in light of the:
1)

Purpose of the emergency response.

2)

Tactics employed during the emergency response.

An officer’s decision to initiate and continue an emergency vehicle
response must be based on careful deliberation of many factors. Factors
such as:
1)

Vehicular and pedestrian traffic

2)

Road and weather conditions

3)

Time of day (or night)

4)

Reason for emergency response

5)

Speeds involved

6)

Vehicle and driver capabilities

The Michigan Vehicle Code (MCLA §257.603e) allows for emergency
response without the use of an audible signal (siren), “…if the police
vehicle is engaged in an emergency run where silence is required”. (Note:
MCLA §257.706 requires the use of a siren, when necessary, to warn
other motorists or pedestrians).

Emergency responses are permitted when the officer knows, or has reasonable
grounds to believe:
a)

That an immediate response is necessary;

b)

That a delayed response is likely to result in death, injury, or serious
property damage; or

c)

A criminal may escape, following the commission of a serious felony.

Non-emergency (routine) driving. In all other cases, officers shall:
a)

Be governed by the traffic laws and rules of the road; and
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b)

Operate police vehicles in a safe, courteous manner.

c)

Obey all traffic laws and rules of the road.

d)

Remain mindful of the impressions created by their motoring behavior,
and their responsibilities to inspire by example.

4.

Safety restraints. All Department members and their passengers shall wear
seatbelts whenever driving or riding in a city vehicle, consistent with state law.
This includes compliance with child safety seat requirements.

5.

Training on this policy for all Department members shall:
a)

Occur on an annual basis; and

b)

Consist of approved techniques for stopping vehicles.

MOTOR VEHICLE CODE STATUTES
1.

Michigan Vehicle Code MCLA §257.603 provides in pertinent part: “The
provisions of this chapter…shall apply to drivers of all vehicles owned or
operated by (any political subdivision) of the state, subject to the specific
exceptions as are set forth…with reference to authorized emergency vehicles.
“The driver of an authorized emergency vehicle when responding to an
emergency call…may exercise the privileges set forth in this section, subject to
the conditions of this section.
“The driver of an authorized emergency vehicle may:

2.

a)

Park or stand irrespective of the provisions of this act.

b)

Proceed through a red or stop signal or stop sign but only after slowing
down as may be necessary to allow for safe operation.

c)

Exceed the prima facie speed limit so long as he does not endanger life or
property.

d)

Disregard regulations governing direction or movement or turning in
specified direction.

Michigan Vehicle Code MCLA §257.632 provides in pertinent part: “The speed
limitations set forth in this chapter shall not apply to vehicles when operated with
due regard for safety, under the direction of the police, when traveling in
emergencies, or in the chase or apprehension of violators of the law, or of persons
charged with or suspected of a violation.
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MCLA §257.632 DOES NOT PROTECT THE OFFICER OPERATING THE POLICE
VEHICLE FROM THE CONSEQUENCES OF A RECKLESS DISREGARD FOR THE
SAFETY OF OTHER PERSONS OR PROPERTY.

PRIORITY RESPONSE DEFINITIONS & INTERNAL CODES
1.

2.

3.

Med 1. Life threatening or potentially life-threatening emergency
a)

Ambulance – responds lights and siren.

b)

E-Unit – responds lights and siren.

c)

Medical First Responders – respond lights and siren.

ECHO. Life threatening emergency normally involving the need for lifesaving
efforts and personnel are needed as quickly as possible.
a).

Ambulance – responds lights and siren.

b).

E-Unit – responds lights and sirens to any area the responder could be one
of the first on scene and start life-saving efforts regardless of jurisdiction.

c).

Medical First Responders – responds lights and sirens to any area the
responder could be one of the first on scene and start life-saving efforts
regardless of jurisdiction.

Med 2. Non-life-threatening emergency
a)

Ambulance – non-emergency.

b)

E-Unit – responds lights and siren.

c)

Medical First Responders – responds lights and siren.

4.

Med 3. Non-emergency. All responding units respond non-emergency.

5.

Med 0. Unknown emergency. All responding units respond as if it were a Med 2
response.

6.

Code 1. A life threatening or potentially life-threatening emergency. Public
Safety units respond with lights and siren.

7.

Code 2. Because of the nature of the incident, urgency is necessitated but silence
is required:
a)

Public safety units – respond with emergency overhead lights; and/or
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Siren and horn use are minimal and discretionary.

Code 3. Driving directly to the incident without the use of emergency warning
equipment.

APPREHENSION PROCEDURE. Sworn members:
1.

While operating with due regard for the safety of others, attempting to apprehend
a traffic offender may exceed the posted or prima facie speed limit in order to
determine the speed of the violator’s vehicle. Apprehension includes both pacing
and closing activity.

2.

When apprehending violators, shall exercise that care which a reasonably prudent
officer would exercise in the discharge of official duties of like nature under like
circumstances.

3.

Attempting to apprehend a violator, shall base his/her decision on a deliberate
reasoning process that considers all of the existing circumstances.

4.

Throughout the apprehension procedure, shall continually evaluate their decisions
and prepare to terminate the apprehension effort at any time if public safety so
requires.

5.

Are authorized by MCLA §257.632 to exceed the speed limit while apprehending
a violator. Under this section, officers:
a)

Shall drive so as not to require statutory exemption from any traffic laws
other than speeding.

b)

Shall operate their vehicle with due regard for the safety of others.

c)

May operate their vehicles without using lights and/or siren (Note: MCLA
§257.706 requires that a siren be used, when necessary, to warn other
innocent motorists or pedestrians.)

CONSIDERATIONS – PURSUITS
1.

Pursuits. The Department’s mission and fundamental duty of all employees is to
protect life and property and engage in all activities, including pursuit and
emergency response, with this obligation in mind. Sworn members may pursue
when ALL three of the following factors can be reasonably articulated:
a)
When the officer knows or has reasonable grounds to believe the person
being pursued has committed or attempted to commit a serious felony. For
purposes of this procedure, a serious felony is one that involves an actual

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Operation of Motor Vehicles / Pursuits

8-19.7

or threatened attack upon another human being which the officer has
reasonable cause to believe could result in death or serious bodily injury.

2.

b)

Is the need to immediately apprehend the suspect more important than the
risk created by the pursuit?

c)

Do the dangers created by the pursuit exceed the danger posed by allowing
the perpetrator to escape?

Sworn members shall NOT pursue:
a)

When the sole basis is a civil infraction or misdemeanor traffic violation,
unless extenuating circumstances exist which create a significant threat to
public safety which can be articulated by the officer.

b)

For the felony of fleeing and eluding unless extenuating circumstances
create a significant threat to public safety. Officers must be able to
articulate the reason for any pursuit initiated under these circumstances.

3.

The paramount consideration regarding the nature of police pursuit tactics as well
as the decision to pursue is “reasonableness”. Each pursuit will ultimately be
reviewed based on the Department’s and the officer’s actions.

4.

It should be recognized that pursuits represent a fluid, tactical situation during
which conditions are rapidly changing. The decision to initiate, continue or
terminate pursuit should be based on the following factors:
a)

Reason for pursuit;

b)

Vehicular and pedestrian traffic in both the immediate vicinity of the
pursuit, and the area in the direction of the fleeing vehicle;

c)

Location of pursuit – i.e., residential, business, highway, freeway;

d)

Time of day or night;

e)

Weather and road conditions;

f)

Speeds involved;

g)

Condition of police vehicle and the driving capability of the officer;

h)
i)

The apparent capability of the suspect driver and the suspect’s vehicle;
The likelihood of success, considering all the above factors; and

j)

The potential for later apprehension, should the pursuit be terminated.
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PURSUIT PROCEDURE
1.

Any sworn member initiating a pursuit shall:
a)

b)

2.

3.

Immediately notify dispatch by radio and relay the following information:
1)

Location and direction of travel;

2)

Reason for pursuit;

3)

Suspect vehicle and occupant description; and

4)

Speeds involved, flow of traffic, and road conditions (if
appropriate).

Always use emergency lights and siren during the pursuit (MANDATORY).

Unless otherwise directed by a supervisor, no more than two (2) marked police
vehicles are to become actively involved in the actual pursuit at any given point in
time; the primary unit and one (1) back-up unit.
a)

Primary Unit. Normally the marked patrol vehicle initiating the pursuit.

b)

Back-up Unit.
proximity.

c)

Units not designated as the primary unit or back-up unit shall:

Normally a marked patrol vehicle in close, strategic

1)

Remain alert to the progress of the pursuit; and

2)

Prepare to provide support to the pursuing vehicles if so directed.

d)

Uninvolved units shall not engage in emergency driving tactics related to
the pursuit unless directed to do so by a supervisor.

e)

Only marked units shall participate in pursuits.

f)

Vehicles conveying witnesses, citizens, prisoners, or suspects shall not
become engaged in any pursuit situation.

The primary unit shall:
a)
Assume responsibility for the pursuit and update information as to pursuit
factors and changes therein.
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b)

Have radio channel priority.

c)

When terminating a pursuit, have the information immediately
communicated to and obeyed by all other units; the shift supervisor or
ranking public safety commander may order the pursuit terminated at any
time.

d)

Immediately comply with an order to terminate the pursuit.

The back-up unit shall:
a)

Maintain a safe distance behind the primary unit, taking care to maintain a
stopping/safe distance for evasive action but maintaining visual contact
with the primary unit.

b)

Not pass the primary unit unless requested to pass and assume the primary
unit role by the primary unit.

c)

In the event the primary unit experiences mechanical problems or is
otherwise unable to continue, become the primary unit and another nearby
unit shall be assigned to assume back-up responsibilities.

d)

Become the primary unit if the primary unit becomes involved in a
property damage accident.

e)

Discontinue the pursuit and assist the primary unit if the primary unit
becomes involved in an injury accident, or an accident where it is
unknown if it is an injury accident.

f)

Assume responsibility for radio broadcasts, freeing the primary unit of that
duty.

g)

Immediately comply with an order to terminate the pursuit.

Dispatch role
a)

Broadcast to all other units, stations, and departments on a county-wide
frequency that we have a "Pursuit in Progress" and clear our main
frequency of all non-pursuit radio traffic.

b)

Control all radio communications during the pursuit and continually
monitor the pursuit until it is terminated.

c)

Immediately advise the on-duty road supervisor/in house supervisor of the
situation.
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d)

Dispatch the closest unit to assist as the secondary unit, if necessary.

e)

Perform relevant record and motor vehicle checks.

f)

Advise adjoining departments if the pursuit will likely cross into their
jurisdictions and inform them of the reason for the pursuit, location,
direction of travel, and the radio channel to monitor.

g)

Immediately broadcast and advise all units to terminate the pursuit when
ordered to do so or if it is broadcast over the radio by a supervisor or the
primary unit, the dispatcher will re-broadcast to ensure that all units hear
the transmission.

h)

Relay and repeat confirmation of compliance from each unit involved
when relaying a directive to terminate.

i)

Broadcast time and location at pursuit termination.

PURSUIT TERMINATION. It is recognized that termination of a vehicular pursuit may
represent, in fact, the best judgment and most professional course of action and does not
signify a lack of courage or perseverance. Officers shall not be criticized or disciplined
for making the decision to terminate a pursuit.
1.

2.

Sworn members shall terminate a pursuit when:
a)

He/she reasonably believes the risk to themselves, or others outweighs the
benefit of apprehension or when ordered to terminate the pursuit by a
supervisor or senior officer.

b)

Environmental, road or traffic conditions, speed or distance between the
officer and pursued vehicle indicate futility of pursuit.

c)

The offender’s identity is known or can likely be determined, and the
offense is not life threatening.

d)

Information is available that the driver of the fleeing vehicle is a juvenile,
and the original offense is not life threatening.

e)

A traffic accident is observed during the pursuit, and there is no other unit
reasonably available to render aid to any injured individuals.

Termination at jurisdictional boundary. A pursuit originating in our jurisdiction
by this Department shall be terminated when the pursuit continues beyond one (1)
mile of our jurisdictional boundary unless exceptional circumstances as
previously outlined in this procedure exist.
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Reinstating a pursuit. After a pursuit is terminated, officers shall not reinstate a
pursuit unless there are exceptional circumstances, or a change of information is
provided and only with direct authorization from a supervisor.

SUPERVISOR’S RESPONSIBILITIES. The supervisor shall:
1.

Monitor the pursuit, evaluating the risks in view of all known factors.

2.

Order the immediate termination of the pursuit if he/she becomes aware of factors
which indicate that the necessity for apprehension is equal to or outweighed by
the level of risk being assumed or danger created by continuation of the pursuit.

3.

Be governed by the provisions of this policy in the same manner as any other
officer, if directly involved as a primary or back-up pursuit unit.

4.

Withdraw from the pursuit, and resume supervisory control, if possible if a
replacement unit becomes available.

5.

In the event no supervisor is available, or until a supervisor becomes available,
the senior officer assigned to street duty shall assume the supervisor’s
responsibility.

PURSUITS INITIATED BY OUTSIDE AGENCIES
1.

When a pursuit initiated by an outside police agency enters our jurisdiction, the
initiating unit and jurisdiction remain responsible for the progress and conduct of
the pursuit.

2.

East Grand Rapids personnel and vehicles shall not become involved in any
pursuits initiated by outside agencies unless requested by an outside agency and
approved by a Department supervisor.

TACTICS
1.

The use of intentional collisions or roadblocks is potentially deadly force and
shall only be used when deadly force is justified pursuant to departmental rules,
regulations, policies, and procedures, and after all other reasonable means of
apprehension have been exhausted. Sworn members shall:
a)

Receive prior approval and/or be directed by the supervisor on duty before
utilizing any intentional collision and/or roadblock.

b)

In the event an intentional collision is authorized, ensure the collision is
undertaken at a location which offers minimal potential for injury of
bystanders or other motorists.
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In the event a “roadblock” is authorized, establish it at a location which
allows for adequate planning and set-up time. Additionally, officers shall:
1)

Position vehicles with due regard for the safety of all involved
persons.

2)

Ensure all available warning lights are on and care taken to avoid
blinding oncoming traffic with spotlights and headlights.

3)

Not occupy vehicles used in the roadblock. Officers shall move a
reasonable and safe distance away from the roadblock vehicles.

4)

Except in cases of extreme need, locate the roadblock to allow an
escape path for the fleeing vehicle.

As general policy, officers should:
a)

Not pull alongside of or attempt to overtake or pass a fleeing suspect.

b)

Realize that “boxing-in” maneuvers or “rolling roadblocks” intended to
slow a fleeing vehicle create a high probability of contact between the
officer’s and suspect’s vehicle, and therefore these techniques are
considered as use of deadly force.

Tire deflation devices (e.g., stop sticks, etc.). The Department of Public Safety
does not own or use any of these devices.

POST STOP PROCEDURE. Sworn members shall:
1.

After the suspect vehicle has stopped use the force reasonable to take the
suspect(s) into custody.

2.

Provide medical attention, as necessary.

3.

Advise dispatch the pursuit is terminated, where it has ended and the status of the
offender.

4.

Notify a supervisor if not already completed.

5.

Lodge the suspect.

6.

Complete all necessary documentation.

DOCUMENTATION & INTERNAL REVIEW
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1.

In addition to a standard departmental incident report, each involved officer shall
complete a “Report of Pursuit” prior to the end of the shift and submit the report
to the pursuing officer’s immediate supervisor. The supervisor shall complete the
Supervisor’s Review section of the form and forward it to the Director, prior to
the end of the shift.

2.

The Captain and/or designee(s) shall review the report and supplement to
determine compliance with policy and whether modifications to existing
departmental rules, policies, procedures, or training are in order.

3.

The Captain shall report to the Director of Public Safety, in writing, the findings
of the review.

4.

The captain shall conduct an annual review of all pursuits to obtain information
which may be used in establishing the future years training curriculum. The
review shall include a written summary of all pursuits from the year and an
analysis of each incident.

5.

Copies of all pursuit reports shall be collected and indexed to provide for the
collection of pertinent safety related data.

6.

If a pursuit results in a traffic crash involving an employee, property damage,
injury, or loss of life, the supervisor shall arrange for an investigation in
accordance with procedures set forth in Manual of Policy & Procedure Section 319: Crash Investigations Involving City Employees; and shall make notification to
the Director or Captain per orders set forth in Manual of Policy & Procedure
Section 5-16: Notification of Administration.

7.

If a pursuit results in property damage, injury, or death but not as a result of a
traffic crash, the Supervisor shall notify the Director or captain as set forth in
Manual of Policy & Procedure Section 5-16: Notification of Administration.

O.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

P.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

Q.

POLICY HISTORY. Rescinds: General Order #23 – Police Operation of Motor Vehicles
revised 9.4.07 Adopted: 4.16.12 Revised: 12.10.18, 7.3.19, 12.17.19, 6.5.21
Reviewed:
By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To guide officer response to incidents on school property or at school
sponsored events.

B.

DEFINITIONS
Custodian. A responsible adult given authority by the parents or legal guardian for the
care or custody of a juvenile. In exigent circumstances, juveniles may be released into the
custody of a responsible adult willing to accept responsibility for their care and custody
until their parents or guardians can be located or contacted. Where possible, this adult
should have a standing relationship with the family; for example, an adult sibling, a
grandparent, an aunt or uncle, a close friend, neighbor, or school authority or adult listed
in the School District Emergency Contact Form.
Juvenile. In accordance with Michigan law, any individual under the age of seventeen.
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Person in Custody. Any individual under the control or protection of the Department
who is held secured and/or unattended.
School Event. Any activity, regardless of location, sponsored or sanctioned by a public,
private, denominational, or parochial school that has authority over the student.
School Official. School superintendent or designee.
School Property. As defined in section 7410 of the public health code, PA Act 368, MCL
333.7410, means a building, playing field, or property used for school purposes to impart
instruction to children in grades kindergarten through 12, when provided by a public,
private, denominational, or parochial school, except those buildings used primarily for
adult education or college extension courses.
Student. Any person enrolled in an educational program affiliated with a public, private
denominational or parochial K - 12 school.
C.

D.

POLICY
1.

Police presence on school property is for protection of life and property.

2.

While on school property, sworn members shall:
a.

Recognize school official’s duty and authority to manage the school
environment and exercise their responsibility over its student population.

b.

Protect the public’s right to conduct lawful activity.

c.

Take steps to discourage unlawful acts and promptly respond to illegal
activity.

d.

Not have the authority or responsibility for carrying out or enforcing
school rules or policies as part of their duties. If an officer observes a
student, they believe is violating a school rule or policy, the officer should
report the violation to the proper school authority.

PRESENCE IN THE SCHOOLS
1.

School rules and policies may limit public access to specific areas such as a
polling location or a meeting subject to the Open Meetings Act.

2.

Sworn members:
a.

Not regularly assigned to the school by agreement between the School
Board and the Department are considered visitors.
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b.

May not officially intervene into any matter without an invitation or
threshold of apparent emergency or illegality requiring their presence.

c.

Have authority to take control of an incident if they observe an illegal
activity or determine there is a serious danger to administrators, students,
or visitors.

Schools & Law Enforcement Together Program (S.A.L.T.)
a.

b.

Goals
1)

Improve relationships, communications, and positive contact
between individual officers of the Department of Public Safety and
the students and staff of the East Grand Rapids Public Schools and
St. Stephens; and

2)

Enhance the overall safety and security of our educational
institutions through a highly visible police presence while not
interfering with the learning process.

Shift members responsibilities
1)

At least once a day, a sworn shift member shall attempt to visit all
schools within East Grand Rapids. Officers are encouraged to visit
the schools as often as practical.

2)

During visits, sworn members should:

3)

E.
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a)

Interact with students, office
administrators, and/or teachers.

staff,

custodians,

b)

Engage school personnel in a conscientious manner
designed to improve present and future relationships.

c)

Stop by the school’s extracurricular activities and interact
with students and parents on a regular basis.

Sworn members may present classes (e.g., stranger danger, bicycle
safety, etc.) as needed and only after they have been approved by
the schools.

INITIAL RESPONSE. Sworn members:
1.

When responding to calls for service on school property during normal business
hours or school sanctioned activities, should make their initial contact with the
principal or designee to inform them of the purpose for being at the school.
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2.

Responding to emergency or in progress calls should respond to the scene as
circumstances warrant and contact school officials as soon as practical.

3.

Except in exigent circumstances or in-progress arrest situations, prior to
contacting a student or employee during school hours or at a school event, should
contact the Shift Commander and then the principal or designee.

4.

Responding to an incident that involves students participating in a school
sanctioned event, regardless of the location, shall follow the same procedures as
outlined above.

5.

Responding to an incident of a firearm on school property:
a.

Should use caution.

b.

Must be aware of a person’s right to lawfully possess a pistol on school
property unless otherwise restricted. School Districts may, by published
and posted school regulation, exclude weapons on their property.

c.

Must be aware - regardless of school regulations - that an individual on
school property with a pistol openly carried or in the passenger section of
a vehicle must possess a valid “Concealed Pistol License.”

SHARING INFORMATION
1.

Confidentiality of records. There are times when schools may not be able to
share student information because the information may be confidential. FERPA
(Federal Educational Rights and Privacy Act) governs the release and distribution
of all records involving students in schools. In most circumstances, the
information provided is on a need-to-know basis. Officers can generally expect
that rudimentary information held by the schools is available. More in-depth
information may need authorization from a higher school authority or this
Department. If a confidential record is provided, confidentiality attaches to the
information. As a result, the person receiving the information is bound not to
circulate it further.

2.

LEIN information. MCL 28.214(1)(a)(v) authorizes the school superintendent,
principal, or assistant principal to receive only Michigan vehicle registration
information from vehicles within 1000 feet of the school property for school
safety purposes. Unauthorized dissemination of any other LEIN information may
be a violation of Department policy, LEIN policy and State law. Sworn members:
a.

Providing LEIN information under this act shall:
1)

Assure that the person requesting the information is an authorized
party as outlined in the statue.
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2)

Remind the party of LEIN rules on dissemination.

3)

Provide that requesters name on the appropriate line in the LEIN
submission

Shall document any request for LEIN information on the officer(s) daily,
incident report or both as required.

G.

INTERVIEWING JUVENILE STUDENTS. Juveniles shall be afforded the same
procedural rights as an adult during interviews and investigations.

H.

INTERVIEWING JUVENILE VICTIMS OF ABUSE, NEGLECT OR CSC.
members:

I.

Sworn

1.

May conduct interviews of juveniles who are victims of abuse, neglect, or criminal
sexual conduct only if authorized by the Public Safety Director or designee.

2.

Under normal circumstances, should ensure that all forensic interviews of juveniles
are conducted by trained officers at the Children’s Advocacy Center.

3.

Authorized to conduct the interviews shall use the interview protocol established by
the Kent County Prosecutor/Children’s Advocacy Center for interviewing juveniles
who are victims of abuse, neglect, or criminal sexual conduct.

JUVENILE IN-CUSTODY. Sworn members:
1.

Are granted the authority to take a juvenile into custody under MCL 712a.14
when:
a.

A juvenile is found violating the law; or

b.

There is reasonable cause to believe the juvenile is violating or has
violated a personal protection order.

2.

Under this law are authorized to arrest a juvenile offender with or without a
warrant while he/she is attending school. Members are cautioned to exercise
extreme care when determining whether the ends of justice are best served by
such an arrest or removal from school.

3.

Must be aware that the same criterion for arresting an adult without a warrant applies
when taking a juvenile into custody without a court order.

4.

Who become aware of circumstances involving the abuse and neglect of juveniles
have legal authority to take them into protective custody in order to safeguard their
health, safety, and welfare.
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Shall follow Department restraint procedures when taking a juvenile offender into
custody.

ADULT IN-CUSTODY. A sworn member:
1.

Taking an adult into custody from school property shall follow Department policy
for handling a person in-custody.

2.

Shall notify school officials as outlined in this policy.

REQUIRED NOTIFICATION FOR IN-CUSTODY SITUATIONS. Sworn members
shall:
1.

As soon as it is practical, notify the appropriate school official if a student under
the school’s control is taken into custody.

2.

Notify the parent, guardian, or custodian of a detained juvenile offender of any
charges and appearance requirements prior to the juveniles’ release. Traffic
offenses or non-criminal activity are the only exceptions.

3.

Not place juvenile status offenders or abuse or neglect victims in detention but
shall transport them to the Department for disposition.

4.

If a juvenile offender is taken into custody, hold and secure him/her as required
by Department policy until release can be arranged.

6.

If an adult or student of adult age (17 years of age or above) is arrested or taken
into custody and is not going to be cited and released, process and release the
individual as outlined in Department policy.

L.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

M.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

N.

POLICY HISTORY
Rescinds:
MOPP 8-4 Contact at Schools 4.16.12
Adopted:
2.17.17
Revised:
2.15.19, 3.18.21
By order of:

Mark A. Herald, Director of Public Safety
East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

8-25.1

Manual of Policy & Procedure
Police Operations - Administration/General
Section 8-25:

Risk/Freq.:

Roll Call, Briefing & Inspections
Distribution:

LR/HF
Effective Date:

All Personnel
MLEAC Standards:

None

12.12.18
Total Pages:

3

Table of Contents Section 8-25:
A.
B.
C.
D.
E.

A.

B.

Purpose ...................................................................................................... 1
Roll Call & Shift Briefing ...................................................................... 1-3
Compliance ............................................................................................... 3
Officers Assigned to Other Agencies ........................................................ 3
Policy History ........................................................................................... 3

PURPOSE. To establish guidelines and procedures for sworn personnel that:
•

Outline roll call, briefing, inspection, and training;

•

Ensure communication of relevant material is relayed to all officers; and

•

Ensure P.S.O.s are properly and professionally turned out for their respective tours of
duty.

ROLL CALL & SHIFT BRIEFING.
1.

2.

Assigned shift personnel shall attend roll call:
a.

At the beginning of a shift’s tour of duty, commencing at 0645 hours.

b.

Unless exempted by the sergeant on duty.

c.

Wear the proper uniform for assigned duty including all prescribed
equipment with the exception of fire turnout gear.

Roll calls shall:
a.

Be conducted by the shift supervisor or designee.
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b.

Take place in the briefing room.

c.

Be closed to unauthorized personnel when discussing sensitive or
confidential information unless prior permission has been granted by the
shift commander.

The shift supervisor or designee shall:
a.

Conduct the briefing by distributing and discussing information to include,
but not be limited to:
1)

Crime reports and bulletins;

2)

Injunctions;

3)

Warrant information;

4)

Runaways (missing persons);

5)

Suspicious cars/persons;

6)

House watch;

7)

Mentally ill individuals who may be a threat;

8)

Intelligence information;

9)

Road/Hydrant information;

10)

Fire hazards;

11)

Fire assignments;

12)

Construction activity;

13)

Training material; and

b.

Discuss laws, ordinances, court decisions, department memorandums, and
duty assignments.

c.

Inspect all employees pursuant to proper display and possession of
uniforms and equipment prior to turning out for tour of duty.

d.

Upon completion of assignments, dismiss the shift and issue any required
equipment pursuant to assignments given at briefing.
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Sworn members not working the general shift rotation (i.e. those personnel
currently working the midnight rotation) shall inspect the “Briefing Book” and
check with the shift supervisor to ensure they receive any relevant information.

C.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

D.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

General Order #11 – Roll Call Briefing and Inspection revised 8.31.07
4.16.12
7.20.18, 12.12.18

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish a specific policy regarding shotgun/patrol rifle use with the intent
of maximizing safety for all public safety personnel.

B.

DEFINITIONS
Fully Loaded. Means a “fully loaded magazine/tube without a round in the chamber.”

C.

GENERAL CONSIDERATIONS
1.

All patrol units (cruisers) are equipped with an electronically operated shotgun and
patrol rifle mount system, operated by an activation switch located on the
emergency light control panel. Officers may only activate this switch when the
vehicle is under electrical power, which means the ignition key must be turned
forward providing power to the vehicle. The vehicle does not need to be running
for switch activation.

2.

Each shotgun and patrol rifle mounted within a cruiser shall be maintained in a fully
loaded status.
a.

Each shotgun shall be loaded with 00 buckshot in the magazine. Slugs are
located on the stock of the weapon and are available for use at the discretion
of the officer.
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4.

5.
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Each patrol rifle shall be loaded with .223 rounds in the magazine.

The Department’s authorized:
a.

Shotgun is the Remington 870 slide action. Capacity - eight rounds with
one in the chamber. Slings are provided to carry the weapon when one or
both hands are needed for other tasks.

b.

Patrol rifle is the Bushmaster 223. Capacity - thirty rounds in the magazine
with one in the chamber. Slings are provided to carry the weapon when one
or
both
hands
are
needed
for
other
tasks.

Pre-patrol responsibilities. Sworn members assigned a cruiser shall:
a.

Inspect the shotgun and patrol rifle prior to patrol activities.

b.

Ensure the weapon(s) is fully loaded and that there is not a round in the
chamber.

c.

Ensure the weapon(s) is secure within the mounting system and that the
mounting system is functioning properly.

d.

Identify any defects and bring them to the attention of the on-duty
supervisor who shall tag and place the weapon out of service and provide a
different shotgun or patrol rifle for use.

Shotgun/patrol rifle use & security. Sworn members shall:
a.

Use the shotgun or patrol rifle at their discretion based upon the totality of
incident circumstances, specific situation, threat level present, tactical
situations, officer proficiency and public safety.

b.

When assigned a cruiser, be responsible for the security of the shotgun and
patrol rifle.

c.

Ensure security is maintained by confirming the locking mechanism for the
mounting system is working properly.

d.

Always lock the cruiser doors when not within close proximity of the
vehicle.

Maintenance. The Department armorer:
a.

Shall fully disassemble, inspect, and clean all shotguns and patrol rifles after
each incident when the weapon is fired.
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b.

Shall perform routine maintenance after the spring and fall qualification
regardless of whether the shotgun or patrol rifle was fired or not.

c.

Is the only authorized individual to perform maintenance on Department
issued weapons.

Miscellaneous. Sworn members shall immediately notify the Department armorer
of any mechanical problems with any shotgun/rifle for appropriate repair and
documentation.

D.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

General Order #53 – Shotguns in Patrol Vehicles revised 10.2.07
4.16.12
7.20.18, 12.12.18

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish uniform of the day guidelines for sworn Department personnel.

B.

PATROL UNIFORM
1.

2.

Summer uniform – May 1 through September 30. When assigned to patrol duties,
staff sergeants, sergeants, and public safety officers shall wear the:
a.

Navy blue class “A” summer uniform (i.e., short-sleeve shirt without ties,
trousers, and black shoes or boots).

b.

Issued spring jacket, winter coat, or dress hat at their discretion unless so
directed by a supervisor. From April 1 through April 30, short sleeve
shirts may be worn at the discretion of the shift supervisor.

c.

Designated bicycle uniform (i.e., short-sleeve polo shirt, shorts, black
socks and shoes) when appropriate.

Winter uniform – October 1 through April 30. When assigned to patrol duties,
staff sergeants, sergeants and public safety officers shall wear the:
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a.

Navy blue class “A” winter uniform (i.e., long-sleeve shirt, with or
without ties, turtlenecks, trousers, and black shoes or boots).

b.

Issued spring jacket, winter coat, dress hat, or winter hat at their
discretion, unless so directed by a supervisor. From October 1 through
November 30, short sleeve shirts may be worn at the discretion of the shift
supervisor.

The patrol uniform guidelines outlined in B.1 & 2. above may be altered by one
of the captains or a shift supervisor depending on weather extremes, special
assignments, or circumstances.

C.

IN-HOUSE UNIFORM. When assigned to house/fire duty, personnel shall wear the
issued fatigue uniform (i.e., long or short sleeve fatigue shirt, long or short fatigue pants,
department issued t-shirts and all black footwear) at their discretion.

D.

APPROPRIATENESS. Sworn personnel shall:
1.

Ensure all uniforms are clean and in good shape when worn.

2.

Wear only authorized Department uniforms or apparel while on duty. Personnel
may workout in appropriate exercise attire but must put the house uniform back
on after exercising as soon as practical.

3.

Wear the prescribed fatigue uniform when performing duties requiring said
uniform.

E.

ADMINISTRATION. The Director and captain shall wear appropriate plain clothes, the
patrol, or in-house uniform according to the aforementioned guidelines, or other
uniform/attire as approved by the Director.

F.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

G.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

H.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

General Order #10 – Uniform of the Day, 8.31.07
4.16.12
7.9.18, 12.12.18, 6.30.19

By order of:
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East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

8-31.3

9-13.1

Manual of Policy & Procedure
Police Operations-Specific Incident Response
Section 9-13:

Risk/Freq.:

Canines- Requesting Assistance from other Departments
Distribution:

HR/LF
Effective Date:

All Sworn Personnel

3.18.21
Total Pages:

MLEAC Standards:

3.5.9

2

Table of Contents Section 9-13:
A.
B.
C.
D.
E.
F.

Purpose ........................................................................................................ 1
Status ........................................................................................................... 1
Procedure ................................................................................................. 1-2
Compliance ................................................................................................. 2
Officers Assigned to Other Agencies .......................................................... 2
Policy History ............................................................................................. 2

A.

PURPOSE. To provide guidelines for sworn personnel when requesting a canine from
another agency.

B.

STATUS. The East Grand Rapids Department of Public Safety does not own or control any
canine.

C.

PROCEDURE. Sworn personnel:
1.

May request a canine from another agency to:
a.

Track and apprehend criminals.

b.

Track lost or missing persons when there is reason to suspect the lost person
is in danger or at risk.
1)

c.

In this type of incident, consider using non-law enforcement canine
units.

Conduct area searches for criminals or articles of evidence.

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Canines, Requesting Assistance from other Departments
d.

Conduct building searches for criminals.

e.

Conduct area, building, or vehicle searches for drugs.

2.

Shall make the request for a canine by contacting dispatch.

3.

Requesting a canine for a track or search shall ensure:

4.
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a.

A supervisor or senior officer establishes a perimeter prior to the track
beginning.

b.

At least one East Grand Rapids Department of Public Safety officer
accompanies the handler and canine.

c.

One East Grand Rapids Department of Public Safety officer assigned to the
track is responsible for location updates.

d.

The East Grand Rapids Department of Public Safety officer is the primary
cover officer for the canine officer and is responsible for providing cover
during the track to protect both the canine handler and the canine.

Asking for the canine shall include the reasons for the request in their incident report
and include the responding canine handlers name and report number.

D.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

None
1.19.18
11.26.18, 3.30.20, 3.18.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish policy and procedures regarding the investigation of child abuse
and child sexual abuse by road patrol and detective unit personnel that ensures a
consistent response.

B.

DEFINITIONS
Buccal Swabs. Swabs used for DNA retrieval via collection of buccal cells from the
cheek or mouth cavity.
Child Abuse. Harm or threatened harm to a child's health or welfare occurring through nonaccidental physical or mental injury, sexual abuse, sexual exploitation, or maltreatment, by a
parent, a legal guardian, or any other person responsible for the child's health or welfare or by a
teacher, a teacher's aide, or a member of the clergy.

Child Neglect. Harm or threatened harm to a child's health or welfare by a parent, legal

guardian, or any other person responsible for the child's health or welfare occurring through either
of the following:
•

Negligent treatment, including the failure to provide adequate food, clothing, shelter, or
medical care.

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Child Abuse Investigations
•

9-16.2

Placing a child at an unreasonable risk to the child's health or welfare by failure of the
parent, legal guardian, or other person responsible for the child's health or welfare to
intervene to eliminate that risk when that person is able to do so and has, or should have,
knowledge of the risk.

Child Protection Law. An ACT to require the reporting of child abuse and neglect by
certain persons; to permit the reporting of child abuse and neglect by all persons; to
provide for the protection of children who are abused or neglected; to authorize limited
detainment in protective custody; to authorize medical examinations; to prescribe the
powers and duties of the state department of social services to prevent child abuse and
neglect; to prescribe certain powers and duties of local law enforcement agencies; to
safeguard and enhance the welfare of children and preserve family life; to provide for the
appointment of legal counsel; to provide for the abrogation of privileged
communications; to provide civil and criminal immunity for certain persons; to provide
rules of evidence in certain cases; to provide for confidentiality of records; to provide for
the expungement of certain records; to prescribe penalties; and to repeal certain acts and
parts of acts.
The Michigan Child Protection law requires law enforcement and Children’s Protective
Services (CPS) work together and share information in cases of suspected child abuse. It
also calls for investigators to utilize the “Forensic Interviewing Protocol” when
interviewing victims of suspected abuse or neglect.
Forensic Interviewing Protocol. Forensic interviewing is a focused non-leading
interview technique that elicits information from the child in a therapeutic manner. All
interviews must be conducted by someone trained in “Forensic Interviewing Protocol.”
C.

CONTACTS
Children’s Advocacy Center (CAC). The CAC protects and assists child victims of
suspected sexual abuse by providing interviews, assessments, medical care, short-term
counseling, and legal protection. All of their services are offered in a child friendly,
sensitive, and safe environment and are free of charge to all children and non-offending
family members. The Children’s Assessment Center is located at 2855 Michigan Ave.
N.E., Grand Rapids, MI. (TX: 616-336-5160, FAX: 616-336-5193)
Children’s Protective Services (CPS). CPS has the responsibility to receive and respond
to any complaint of child abuse, child neglect, sexual abuse, sexual exploitation,
maltreatment, or improper custody. CPS is located at 121 Franklin St. S.E., Grand
Rapids, MI. (TX: 616-248-1061,or 855-444-3911), after hours call 616-336-3244)
Child Protection Team (CPT). A Spectrum Hospital team specially trained to conduct
medical exams of sexually abused children. CPT is located at 100 Michigan St. N.E.,
Grand Rapids, MI. (TX: 616-391-1242) (Fax 616-391-3206)
Triage Team. Part of the Child Protection Team. The members conduct medical exams
within 72 hours of any allegation of penetration. (ccptriage@spectrumhealth.org)
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ROAD PATROL RESPONSIBILITIES
1.

Children’s Advocacy Center Policy. The CAC’s primary goal is to minimize the
number of interviews of a child who is suspected of being abused, ideally not
exceeding two such interviews.

2.

Sworn personnel:

3.

a.

Responding to a report of alleged sexual abuse of a child 12 years of age
or younger, and it is determined that an interview with the child is needed,
shall gather information for an initial report only and collect as much
information as possible from the caregiver or the person with the concerns.

b.

Not trained in forensic interviewing protocols:
1)

Shall not question a child 12 years of age or younger.

2)

May interview children 13 to 16 years old.

c.

Shall ensure the safety and security of the child if a trained forensic
interviewer is not available to interview the child at the time the report is
made.

d.

May obtain vital information, such as suspect description, vehicle
description, direction of flight, etc., from a victim under 13 years of age
when circumstances require an immediate response.

e.

Shall immediately consult with the Child Protection Team to assist in
determining if an emergent medical exam is needed if there is any
allegation of penetration occurring within the last 72 hours.

f.

Should make every effort to contact Children’s Advocacy Center
personnel to discuss if Triage should be contacted.

g.

Should, whenever possible, ensure trained forensic interviewers from the
Children’s Advocacy Center obtain a statement from the child prior to
contacting Triage. If such a person is not available, then the officer shall
contact Triage through their email (ccptraige@spectrumhealth.org).

Medical Exams. Shall be done in cases involving:
a.

Oral contact of any area of the body;

b.

Genital to genital contact;

c.

Any alleged genital contact under the clothing;

d.

Sexually transmitted infections;

e.

Pregnancy;

f.

Injury, or any complaint of injury; and

g.

Any allegation of penetration.
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4.

When a medical exam is not warranted, participating agencies may request a
medical examination be conducted. The Children’s Advocacy Center will
promptly schedule such an examination. Every effort will be made to avoid
unnecessary or duplicative medical assessments. Signed authorization to treat
must be obtained prior to the examination from a parent, guardian, or the court.

5.

Buccal swabs. The investigating officer shall obtain Buccal and penile swabs
from the suspect, as well as the suspect’s clothing, via search warrant or consent
search.

DETECTIVE’S FOLLOW-UP INVESTIGATION – RESPONSIBILITIES.
assigned investigator shall:

The

1.

Notify other potential agencies that may be concerned. The Children’s Advocacy
Center is the preferred location for interviewing children.

2.

Notify the participating agencies of the interview time so that all participating
agencies can attend the interview.

3.

Present all cases of suspected child sexual abuse to the Kent County Prosecutor’s
Office when requesting a warrant or after a probable cause arrest has been made.

4.

Include an interview of the alleged victim when the victim has demonstrated the
ability to communicate with investigators or interviewers in all cases presented to
the Kent County Prosecutor’s Office. Interviews shall be conducted by someone
trained in the “Forensic Interviewing Protocol” when the child is 12 years of age
or younger.

F.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

G.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

H.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

N/A
2.13.18
11.26.18, 3.16.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To set forth policy and procedures for officers responding to minor civil
disturbances. Note: These guidelines are not meant for riotous situations requiring the
services of several departments for containment.

B.

CIVIL MATTERS
1.

2.

Landlord/Tenant Conflicts. A landlord can:
a.

Not, by law, change the locks on a rental property, take valuables from
that property, or enter the premises without the permission of the
resident(s). Nor can a landlord cut the utilities - unless it is clear that the
tenant has abandoned the premises.

b.

Resolve the situation through litigation and evict tenants through the
prosecutor’s office, or file charges against tenants if there is reason to
believe malicious destruction of property or other criminal activity has
occurred.

General Neighborhood Disputes. Sworn personnel shall:
a.

Attempt to maintain order and peace through logical discussions. Suggest
feasible compromises if necessary.
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b.

Not take sides.

c.

When dealing with property ownership issues, advise the complainant(s)
that unless there has already been a court decision regarding ownership,
officers can do nothing at the scene. It is not the officer’s responsibility to
decide ownership – civil courts exist for this reason. Disputed property
stays where it is until a civil court decides otherwise.

d.

If resolution cannot take place because neither party is willing to
compromise or accept workable solutions, nor is there anything criminal
for which officers can act, refer both parties to the Dispute Resolution
Center of West Michigan.

Repossessions. Sworn personnel shall:
a.

Ensure the proper paperwork is in the possession of the “repo-man.”

b.

In civil court cases, take on the capacity of a peace officer only. If the
court officer is removing property or vehicles without any protest from the
owner, allow him to do so. If there is any controversy from the owner,
request the court officer to leave and seek a civil bench warrant before
taking any action.

c.

Ensure the court officer has an “EXECUTION AGAINST PROPERTY”
form. The document will state the amount of the judgement and has to be
signed by a judge or magistrate.

d.

Standby and maintain the peace, if needed, while the court officer enforces
the execution against property.

Child Custody Disagreements. Sworn personnel shall:
a.

In all cases involving child custody disagreements, attempt to locate
paperwork from either party which designates who has custody of which
children and when.

b.

Advise all parties involved that the most recent paperwork provided will
hold precedence unless the court can be contacted to verify custody
arrangements. Attempts can be made to verify information by calling the
Kent County Prosecutor’s Office - Family Law Division at 616.632.6645.

c.

If paperwork is not available, have the children remain with whichever
custodian they are presently in the company of until custody issues can be
verified.
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d.

Not honor “word-of-mouth” arrangements if disagreements arise. Only
direct court orders can be legally upheld by law enforcement.

e.

If there is reason to believe a child has been neglected or abused by one
custodian, and the other wishes to take emergency custody, notify Child
Protective Services 616.248.1061 or 855.444.3911, after hours
616.336.3244 for further guidance in the matter.

f.

If two custodians have continued conflict regarding child custody
transfers, recommend that the parties involved come to a neutral public
location (i.e., the Public Safety Department parking lot) to do custody
transfers, or request police presence for a civil stand-by.

Picketing
a.

It is unlawful for anyone to picket directly in front of or about the
residence of another. It is permitted for picketers to picket in the general
area and cross in front of the residence. They must allow the occupants
the opportunity to come and leave at their own will. They cannot make
the resident a prisoner of their home. Any subject in violation of these
restrictions can be cited under City ordinance subsection 9.57(K), which
applies to picketing before or about the residence or dwelling of an
individual.

b.

It is lawful to picket in the business area on property open to the general
public – strong 1st Amendment Rights and case laws regarding freedom of
speech exist in this area. However, picketing cannot disrupt business by
blocking traffic or doors or by being disorderly.

c.

Officers shall immediately notify a supervisor in any display of picketing.
The supervisor shall notify the patrol commander and City Attorney for
guidance in the matter.

DISPUTE RESOLUTION CENTER OF WEST MICHIGAN. This organization:
1.

Assists the public in resolving neighborhood disputes in a fair and ethical manner.

2.

Offers voluntary mediation between neighbors free of charge and act as a neutral
third party.

3.

Covers all of Kent County, as well as six other counties to the north. They are
located at 678 Front Ave. N.W., Grand Rapids MI. (TX: 616.774.0121 during
normal business hours, FAX: 616.774.0323)
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D.

COMPLIANCE. Officers shall comply with the conditions set forth in this policy.
Violations of this policy, or portions thereof, shall result in disciplinary action, up to and
including discharge.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Officers assigned to or assisting other
law enforcement agencies shall be guided by this policy unless otherwise directed by the
Director of Public Safety.

F.
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A.

PURPOSE. To establish procedural guidelines for sworn personnel when a crime scene
must be processed.

B.

POLICY. The Department firmly believes that actions (i.e., protecting the crime scene,
preserving physical evidence, and collecting and submitting evidence for scientific
examination) taken at the outset of a crime scene play a pivotal role in the final resolution
of the case. As such, responding personnel shall conduct a careful, objective, and
thorough initial investigation to ensure potential evidence is not tainted or destroyed or
potential witnesses overlooked.
The East Grand Rapids Department of Public Safety shall have access to qualified personnel
capable of processing a crime scene or traffic accident 24 hours a day. This may be done by
using officers from the East Grand Rapids Department of Public Safety who have received
specialized training, or requesting mutual aid from Kent County Sheriff’s Office, Grand
Rapids Police Department, Wyoming Police Department or the Michigan State Police.
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INITIAL RESPONSE/RECEIPT OF INFORMATION
1.

Principle. One of the most important aspects of securing the crime scene is to
preserve the scene with minimal contamination and disturbance of physical
evidence.

2.

Procedure. Sworn personnel shall:
a.

Respond to the incident in an expeditious and methodical manner.

b.

Arrest the perpetrator if present.

c.

Assess the scene and treat the incident as a crime scene.

d.

Cautiously, approach, enter and exit the crime scene, remaining observant
of any persons, vehicles, events, potential evidence, and environmental
conditions.

e.

Note or log dispatch information (e.g., address/location, time, date, type of
call, parties involved).

f.

Be aware of any persons or vehicles leaving the crime scene and be aware
of any persons and vehicles in the vicinity that may be related to the
crime.

g.

Make initial observations (i.e., look, listen, smell) to assess the scene and
ensure officer safety before proceeding.

h.

Remain alert and attentive. Assume the crime is ongoing until determined
to be otherwise.

i.

Notify the Department detective and request he/she respond as soon as
appropriate.

j.

At an appropriate time, request the Grand Rapids Police Department
Forensic Services Unit (IBO) for crime scene processing. Note: If GRPD
IBO is not available and no trained East Grand Rapids Officers are on
duty, contact a supervisor before calling out another agency. KCSO Crime
Scene Unit (CSU), Wyoming P.D., or Michigan State Police Crime Scene
Technicians may also be utilized.

k.

For traffic accidents, contact the Kent County Sheriff’s Office, Grand
Rapids Police Department, or Michigan State Police for an accident
reconstructionist.
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Identify physical evidence that needs to be processed or collected.

Safety procedures. Sworn personnel shall:
a.

As a first priority, ensure there is no immediate threat to other responders
or the well-being of other individuals in and around the crime scene by
surveying, identifying, and controlling any dangerous situations or
persons.

b.

Scan the area for sights, sounds, and smells that may present danger to
personnel (e.g., hazardous materials such as gasoline, natural gas). If the
situation involves a clandestine drug laboratory, biological weapons, or
radiological or chemical threats the appropriate personnel/agency should
be contacted prior to entering the scene.

c.

Approach the scene in a manner designed to reduce risk of harm to
officer(s) while maximizing the safety of victims, witnesses, and others in
the area.

d.

If necessary, notify supervisory personnel and call for assistance/backup to
secure the scene and the perimeter.

Emergency care. Initial responding personnel shall:
a.

Ensure that medical attention is provided to injured persons while
minimizing contamination of the scene.

b.

Assess the victim(s) for signs of life and medical needs and provide
immediate medical attention.

c.

Call for medical personnel if needed.
examiner.

d.

Guide
medical
personnel
to
the
contamination/alteration of the crime scene.

e.

Point out potential physical evidence to medical personnel, instruct them
to minimize contact with such evidence (e.g., ensure that medical
personnel preserve all clothing and personal effects without cutting
through bullet holes, knife tears), and document movement of persons or
items by medical personnel.

f.

Instruct medical personnel not to “clean up” the scene and to avoid
removal or alteration of items originating from the scene.

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

If needed, notify the medical
victim

to

minimize

Crime Scene Protection & Processing

4.

9-22.4

g.

If medical personnel arrived first, obtain the name, unit, and telephone
number of attending personnel, and the name and location of the medical
facility where the victim is to be taken.

h.

If there is a chance the victim may die, attempt to obtain “dying
declaration.”

i.

Document any statements/comments made by victims, suspects, or
witnesses at the scene.

j.

If the victim or suspect is transported to a medical facility, send a law
enforcement official with the victim, or suspect to document any
comments made and preserve evidence. (If no officers are available to
accompany the victim/suspect, stay at the scene and request medical
personnel to preserve evidence and document any comments made by the
victim or suspect.)

k.

Consider contacting a chaplain or Kent County’s Victim’s Advocates to
assist with any victims after the scene is secured.

Secure and control persons at the scene. Initial responding personnel shall:
a.

At an appropriate time, begin a CRIME SCENE LOG. Include the name,
Department, and badge number of everyone who enters the crime scene,
their entry and departure times, and the duties they were instructed to
perform.

b.

Identify, limit, and control all persons at the crime scene to:

c.

1)

Maintain scene integrity, safeguard evidence, and minimize
contamination; and

2)

Prevent individuals from altering/destroying/removing physical
evidence by restricting their movement, location, and activity
while ensuring and preserving safety at the scene.

Identify all individuals at the scene, such as:
1)

Suspects

-

Secure and separate

2)

Witnesses

-

Secure and separate

3)

Bystanders

-

Determine whether witness, if so, treat as
above, if not, remove from the scene.

4)

Victims/Family/Friends - Control while showing compassion
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5)

Medical and other assisting personnel

6)

Exclude unauthorized and nonessential personnel from the scene
(e.g., law enforcement officials not working the case, politicians,
and media).

Boundaries: identify, establish, protect, and secure. Initial responding personnel
shall:
a.

Conduct an initial assessment to establish, protect, secure, and control the
crime scene(s) and its boundaries.

b.

Appropriately establish crime scene boundaries by starting at the focal
point and extending outward.
1)

Have a command officer or the detective set up appropriate inner
and outer perimeters, if necessary. Establish a visible line or
boundary using yellow police caution tape or other materials handy
and visible.

2)

The inner perimeter should encompass the immediate area
surrounding the crime scene.
The outer perimeter should
encompass an area large enough to accommodate personnel
investigating the scene, yet small enough to keep out bystanders.
For example, an inner perimeter might include the residence. The
outer perimeter would be the area surrounding the yard of that
residence.

c.

Understand that establishing an appropriately sized crime scene is of
paramount importance. Boundaries can be reduced in size, if necessary,
but cannot be as easily expanded.

d.

Determine, to the best of their ability, where the crime occurred.

e.

Determine potential points and paths of exit and entry of suspects and
witnesses.

f.

Identify places where the victim/evidence may have been moved (be
aware of trace and impression evidence while assessing the scene).

g.

Set up physical barriers (e.g., ropes, cones, crime scene barrier tape,
available vehicles, personnel, other equipment) or use existing boundaries
(e.g., doors, walls, gates).
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h.

Document the entry/exit of all people entering and leaving the scene once
boundaries have been established.

i.

Evaluate and establish a path of entry/exit to the scene to be utilized by
authorized personnel. Control the flow of personnel and animals entering
and leaving the scene to maintain integrity of the scene.

j.

Effect measures to preserve/protect evidence that may be lost or
compromised (e.g., protect from the elements - rain, snow, wind - and
from footsteps, tire tracks, sprinklers).
1)

Police line tape can be used as a barrier inside as well as outside of
a crime scene in addition to sworn personnel.

2)

A quick sketch of evidence locations or a photo may help preserve
the integrity of the initial scene, especially if anything in the scene
needs to be moved or altered.

3)

While taking care not to contaminate or destroy the evidence,
Boxes, etc., can be used to mark, or cover/protect evidence until it
can be photographed and collected.

k.

Document the original location of the victim or objects that you observe
being moved.

l.

Consider search and seizure issues to determine the necessity of obtaining
consent to search and/or obtaining a search warrant.

m.

NOT allow persons to smoke, chew tobacco, use the telephone or

n.

Conduct a neighborhood canvass at an appropriate time. All canvassers
should be brief but thorough in their questioning. Systematically canvass
a predetermined area, and document all contacts as well as non-contacts,
noting any individual requiring a follow-up interview. Canvassers should
avoid “did you see anything” questions, and have the interviewee relate
events from the time leading up to the event, as well as events occurring
during the event.

bathroom, eat or drink, move any items including weapons (unless
necessary for the safety and well-being of persons at the scene), adjust the
thermostat or open windows or doors (maintain scene as found), touch
anything unnecessarily (note and document any items moved), reposition
moved items, litter, or spit within the established boundaries of the scene.

Turn over control of scene & brief investigator/supervisor in charge. Initial
responding personnel shall:
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a.

Provide a detailed crime scene briefing to the investigator(s)/supervisor taking

b.

Assist in controlling the scene;

c.

Turn over responsibility for the documentation of entry/exit; and

d.

Remain at the scene until relieved of duty.

charge of the scene;

Document actions & observations. Initial responding personnel shall document all
activities and observations made at the crime scene in a clear, concise manner:

a.

As soon as possible after the event to preserve information.

b.

Including the location of persons and items within the crime scene and the
appearance and condition of the scene upon arrival.

c.

Such as, conditions upon arrival (e.g., lights on/off; shades up/down,
open/closed; doors, windows, open/closed; smells; ice, liquids; movable
furniture; weather; temperature; and personal items.)

d.

Including personal information from witnesses, victims, suspects, and any
statements or comments made.

e.

Including own actions and actions of others that are observable and
relevant.

PRELIMINARY DOCUMENTATION & SCENE ASSESSMENT
1.

2.

Principle. Assessment of the scene by the investigator(s)/supervisor in charge
allows for the:
a.

Determination of the type of incident to be investigated;

b.

Level of investigation to be conducted and the development of a plan for
the coordinated identification, collection, and preservation of physical
evidence and identification of witnesses; and

c.

Development of a plan for the coordinated identification, collection, and
preservation of physical evidence and identification of witnesses.

Specific responsibilities. The investigator(s)/supervisor in charge shall:
a.

Share preliminary information and develop investigative plans in
accordance with departmental policy and local, state, and federal laws.

b.

Converse with the first responder(s) regarding observations/activities.
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c.

Evaluate safety issues that may affect all personnel entering the scene(s)
(e.g., blood borne pathogens, hazards).

d.

Evaluate search and seizure issues to determine the necessity of obtaining
consent to search and/or obtaining a search warrant.

e.

Evaluate and establish a path of entry/exit to the scene to be utilized by
authorized personnel, if not already established.

f.

Evaluate initial scene boundaries.

g.

Determine the number/size of scene(s) and prioritize.

h.

Establish a secure area within close proximity to the scene(s) for the
purpose of consultation and equipment staging.

i.

If multiple scenes exist, establish, and maintain communication with
personnel at those locations.

j.

Establish a secure area for temporary evidence storage in accordance with
rules of evidence/chain of custody.

k.

Determine and request additional investigative resources as required (e.g.,
forensics, personnel/specialized units, legal consultation/prosecutors,
equipment).

l.

Ensure continued scene integrity (e.g., document entry/exit of authorized
personnel; prevent unauthorized access to the scene).

m.

Ensure that witnesses to the incident are identified and separated (e.g.,
obtain valid ID).

n.

Ensure the surrounding area is canvassed and the results are documented.

o.

Ensure preliminary documentation/photography of the scene, injured
persons, and vehicles.

Conduct scene “walk-through” and initial documentation. The investigator(s)/
supervisor in charge shall:
a.

Walk-through the entire scene to provide a comprehensive overview with
forensic/crime scene personnel responsible for processing the scene;

b.

Identify any threats to scene integrity to ensure protection of physical
evidence;

c.

Avoid contaminating the scene by using the established path of entry;
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d.

Prepare preliminary documentation (i.e., written, and photographic) of the
scene as first observed;

e.

Identify and protect fragile and/or perishable evidence (e.g., consider
climatic conditions, crowds/hostile environment); and

f.

Ensure that all evidence that may be compromised is immediately
documented, photographed, and collected.

PROCESSING THE SCENE
1.

2.

Determine team composition. The investigator(s)/ supervisor in charge shall:
a.

Determine team composition based on the type of incident and complexity
of the scene;

b.

Determine which trained personnel shall perform scene processing;

c.

Assess the scene to determine what specialized resources are required;

d.

Following the walk-through, assess the need for additional personnel. Be
aware of the need for additional personnel in cases of multiple scenes,
multiple victims, numerous witnesses, or other circumstances;

e.

Assess forensic needs and call forensic specialists to the scene for
expertise and/or equipment;

f.

Ensure that scene security and the entry/exit documentation are continued;

g.

Select qualified person(s) to perform specialized tasks (e.g., photography,
sketch, latent prints, evidence collection, etc.); and

h.

Document team members and assignments.

Contamination control. The forensic investigator(s) in charge shall:
a.

Ensure/minimize contamination control and prevent cross contamination
at single or multiple scenes;

b.

Require all personnel to follow procedures to ensure scene safety and
evidence integrity;

c.

Have other responders and/or team members assist by limiting scene
access to people directly involved in scene processing by:
1)

Following established entry/exit routes at the scene.
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2)

Identifying first responders and considering collection of
elimination samples.

3)

Designating a secure area for trash and equipment.

4)

Using personal protective equipment (PPE) to prevent
contamination of personnel and to minimize scene contamination.

5)

Cleaning/sanitizing or disposing of tools/equipment and personal
protective equipment between evidence collections and/or scenes.

6)

Utilize single-use equipment when performing direct collection of
biological samples.

Documentation. The investigator(s)/supervisor in charge shall ensure
documentation of the scene by appropriate Department and forensic personnel.
a.

b.

Team member(s) should:
1)

Review assessment of the scene to determine the type of
documentation needed.

2)

Coordinate photographs, video, sketches, measurements, and
notes.

Assigned forensic/crime scene technicians shall photograph:
1)

The scene utilizing overall, medium, and close-up coverage;

2)

Evidence to be collected with and without measurement scale
and/or evidence identifiers.

3)

Victims, suspects, witnesses, crowd, and vehicles.

4)

Additional perspectives (e.g., aerial photographs, witness’ view,
area under body once body is removed).

5)

Videotape as optional supplement to photos.

6)

Prepare preliminary sketch(es) and measure:
a)

Immediate area of the scene, noting case identifiers and
indicating north on the sketch.
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b)

Relative location of items of evidence and correlate
evidence items with evidence records.

c)

Evidence prior to movement.

d)

Rooms, furniture, or other objects.

e)

Distance to adjacent buildings or other landmarks.

f)

Generate notes at the scene:
(1)

Documenting location of the scene, time of arrival,
and time of departure.

(2)

Describing the scene as it appears.

(3)

Recording transient evidence (e.g., smells, sounds,
sights) and conditions (e.g., temperature, weather).

(4)

Documenting circumstances that require departures
from usual procedures.

Prioritize evidence collection. The investigator(s)/supervisor/forensic team
members shall:
a.

Prioritize and determine the order of evidence collection to prevent loss,
destruction, or contamination.

b.

Conduct a careful and methodical evaluation considering all physical
evidence possibilities (e.g., biological fluids, latent prints, and trace
evidence).

c.

Focus first on the easily accessible areas in open view and proceed to outof-view locations.

d.

Select a systematic search pattern for evidence collection based on the size
and location of the scene(s).

e.

Select a progression of processing/collection methods so that initial
techniques do not compromise subsequent processing/collections methods.
1)

Concentrate on the most transient evidence and work to the least
transient forms of physical evidence.

2)

Move from least intrusive to most intrusive processing/collection
methods.
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f.

Continually assess environmental and other factors that may affect the
evidence.

g.

Be aware of multiple scenes (e.g., victims, suspects, vehicles, locations).

h.

Recognize other methods that are available to locate, technically
document, and collect evidence (e.g., alternate light source, enhancement,
blood pattern documentation, and projectile trajectory analysis).

Collect, preserve, inventory, package, transport, & submit evidence. The team
member(s) shall:
a.

Ensure the effective collection, preservation, packaging, and transport of
evidence.

b.

Maintain scene security throughout processing and until the scene is
released.

c.

Document the collection of evidence by recording its location at the scene,
date of collection, and who collected it.

d.

Collect each item identified as evidence.

e.

Establish chain of custody.

f.

Obtain standard/reference samples from the scene.

g.

Obtain control samples.

h.

Consider obtaining elimination samples.

i.

Immediately secure electronically recorded evidence (e.g., answering
machine tapes, surveillance camera videotapes, computers, mobile phones,
cameras, etc.) from the vicinity.

j.

Identify and secure evidence in containers (e.g., label, date, initial
container) at the crime scene. Different types of evidence require different
containers (e.g., porous, nonporous, crushproof).

k.

Package items to avoid contamination and cross-contamination.

l.

Document the condition of firearms/weapons prior to rendering them safe
for transportation and submission.

m.

Avoid excessive handling of evidence after it is collected.
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n.

Maintain evidence at the scene in a manner designed to diminish
degradation or loss.

o.

Transport and submit evidence items for secure storage.

p.

If an officer collects evidence and turns it over to a crime scene technician
at the scene this transfer will be noted in the officer's report to document
the transfer of evidence and maintain the chain of custody of that item.

ESTABLISH CRIME SCENE DEBRIEFING TEAM. The investigator(s)/supervisor in
charge shall establish a crime scene debriefing team to share information regarding
particular scene findings prior to releasing the scene. It provides an opportunity for input
regarding follow-up investigation, special requests for assistance, and the establishment
of post-scene responsibilities.
1.

2.

Crime scene debriefing team members shall include the investigator(s) in charge
of the crime scene, other investigators, and evidence collection personnel (e.g.,
photographers, evidence technicians, latent print personnel, specialized personnel,
and initial responding officer(s) if still present). When participating in a scene
debriefing, law enforcement personnel and other responders should:
a.

Determine what evidence was collected.

b.

Discuss preliminary scene findings with team members.

c.

Discuss potential technical forensic testing and the sequence of tests to be
performed.

d.

Initiate any action(s) identified in discussion required to complete the
crime scene investigation.

e.

Brief person(s) in charge upon completion of assigned crime scene tasks.

f.

Establish post-scene responsibilities for law enforcement personnel and other
responders.

Perform final survey of the crime scene. The investigator(s)/supervisor in charge
shall:
a.

Direct a walkthrough at the conclusion of the scene investigation and
ensure that the scene investigation is complete.

b.

Ensure each area identified as part of the crime scene is visually inspected.

c.

Ensure all evidence collected at the scene is accounted for.
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d.

Ensure all equipment and materials generated by the investigation are
removed.

e.

Report and address any dangerous materials or conditions.

f.

Release the crime scene in accordance with jurisdictional requirements.
Do not release until a neighborhood canvass is completed. If necessary,
conduct a second crime scene search. Check with the prosecutor before
performing a wash-down and/or releasing a scene. The investigating
officer/supervisor alone should be responsible for releasing the crime
scene.

Documentation of the crime scene. The investigator(s) in charge should obtain
the following for the crime scene case file:
a.

Initial responding officer(s’) documentation.

b.

Emergency medical personnel documents.

c.

Entry/exit documentation.

d.

Photographs/videos.

e.

Crime scene sketches/diagrams.

f.

Evidence documentation.

g.

Other responders’ documentation.

h.

Record of consent form or search warrant.

i.

Reports such as forensic/technical reports should be added to this
file when they become available.

Note: The above list is limited to crime scene documentation. This should not be
considered a comprehensive list of the documents involved in an investigative
case file. Summary: This will ensure that reports and other documentation
pertaining to the crime scene investigation are compiled
G.

SUBMISSION TO LABORATORY
1.

Evidence submission
a. The person collecting the evidence is responsible for: (if EGRDPS personnel)
1) Packaging the evidence
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2) Logging it into an evidence locker
3) Documenting which locker it was placed in and what the evidence is.
a) Writing the case number on the bag and initialing/dating the seal on
the evidence bag.
b) Writing the description of the evidence in the police report evidence
section.
b. If person collecting the evidence is not from EGRDPS, they shall:
1) Package the evidence.
2) Log it into their evidence lockers based on their policies.
3) Provide their report number to the EGRDPS reporting officer.
4) Transfer and document the transfer of any evidence outside of the property
room.
2.

Laboratory submission
a. Property transfer from the EGRDPS evidence room.
1) The removing officer will:
a)

Handle transferring property to the lab for further analysis.

b)

Complete a supplemental report in the case file detailing the date,
time, property control number, and movement of said property.

2) The property control officer is responsible for completing the proper logs
signing property in an out of the evidence room.
b. Property transfer from outside agency evidence room.
1) Any property that was collected by an outside agency will be handled
according to their policies.
3.

Documentation
a. After the evidence has been logged in to the evidence, the property control
officer shall log evidence in as directed by the Manual of Policy & Procedure
Section 14-7: Property and Evidence Management.
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b. This documentation shall include tracking numbers being assigned to all
property that has been entered into evidence.
c. Property information will be entered in the property/evidence section of the
TIMS/TALON report.
d. Any property/evidence that is released shall be signed for using the form from
the TIMS/TALON system.
4.

Laboratory results
a. All reports returned from the crime laboratory shall:
1) Be returned in writing.
2) Be scanned into the report in the TIMS/TALON report and placed into
Evidence.com.
3) Include completion of a supplemental report for the case the property has
come back for outlining the results of the tests.
b. All property returned shall be placed back in the evidence room by the
property control officer or in the property lockers if the PCO is unavailable.

H.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

I.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

J.
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A.

PURPOSE. To establish guidelines for death investigations by sworn personnel.

B.

DEAD ON ARRIVAL (DOA). Sworn personnel shall:
1.

Conduct a preliminary investigation to determine if the death appears natural.

2.

Obtain all available information for the medical examiner. This information
includes, but is not limited to:

3.

a.

Identification of the victim;

b.

Prior medical problems, medications used, current prescriptions, doses
left, consistent pills with prescription rate, and physician’s name and
telephone number;

c.

Any unusual circumstances; and

d.

Funeral home preference.

Note: Do not remove anything in contact with the body (e.g., clothes, weapons,
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drugs, etc.)
4.

Contact the medical examiner for consultation and disposition of the body.

5.

Notify the detective on all deaths and assess over the phone whether he/she needs
to respond.

6.

When cleared by the medical examiner, ensure a funeral home is contacted. Ask
family/friends for information regarding funeral arrangements. If family/friends
are unable or not present to plan, officers shall contact the Office of the Medical
Examiner for removal of the body.

7.

Attempt to assist family/friends in obtaining other assistance as would be
reasonable (i.e., notifying other family members, chaplain, Kent County Victim
Advocate, etc.).

8.

Remain on scene and with the body until it is removed, unless otherwise directed
by a supervisor.

9.

Complete an East Grand Rapids Public Safety Department “Death Report” and
scan it into Evidence.com under the assigned incident number.

C.

SUSPICIOUS DEATH/HOMICIDE. If death appears suspicious or it is an obvious
homicide, officers shall contact a supervisor, protect the scene, and proceed with a
criminal investigation as outlined in Manual of Policy & Procedure Section 9-22: Crime
Scene Protection & Processing.

D.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

Patrol Manual – Death Investigations
4.16.12
2.13.18, 12.1.18, 3.18.21

By order of:

Mark A. Herald, Department of Public Safety
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A.

PURPOSE. To establish guidelines and procedures for sworn personnel when responding
to incidents of domestic violence.

B.

POLICY. The Department is committed to protecting victims of domestic violence,
apprehending offenders, and establishing policy that assists sworn members in the
performance of their duties.
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POLICY CONSIDERATIONS. Department personnel shall:
1.

Establish arrest as the preferred response to domestic violence.

2.

Hold assailants accountable.

3.

Protect victims.

4.

Attempt to reduce:
a.

Domestic assaults;

b.

Domestic homicides;

c.

Police callbacks;

d.

Injuries to officers; and

e.

Liability risks for the Department.

ARREST PROCEDURES
1.

Arrest guidelines. Sworn members shall on the:
a.

1st Offense – Lodge the suspect, charge under city ordinance. NO BOND.
Follow Manual of Policy & Procedures Section 10-4: Arrest
Management. The suspect cannot bond out until they are arraigned, or an
interim bond is set. Do not issue a citation. (Note: On holidays and
weekends, charge under state law as no city attorneys are available.) A
warrant needs to be obtained.

b.

2nd Offense – Confirm prior with a CCH, lodge suspect for domestic
assault, Charge under state law. NO BOND. Follow Manual of Policy &
Procedures Section 10-4: Arrest Management. Complete a warrant
request in Karpel.

c.

3rd Offense (i.e., a two-year felony) – lodge the suspect. NO BOND.
Complete the warrant request in Karpel.

Note: DO NOT ISSUE APPEARANCE TICKETS; WARRANTS ARE NEEDED FOR ALL
DOMESTIC ARRESTS.
2.

Misdemeanor arrests without a warrant. Officers shall affect misdemeanor arrests
without a warrant:
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If the nature of the call was for service or incident;
1)

3.
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If they have probable cause to believe an assault, assault and
battery or aggravated assault has occurred or is occurring and the
person who committed or is committing the violation is a spouse,
former spouse, an individual with whom he or she is or has had a
dating relationship, or an individual who has had a child in
common, resides or resided in his or her household.

Legal authority. Accordingly, sworn personnel shall arrest the violator pursuant to
authority of MCLA 764.15a and MCLA 764.15b.
a.

b.

c.

MCLA 764.15 permits an officer to make an arrest for domestic assault or
aggravated domestic assault instead of assault, assault and battery or
aggravated assault not committed in the presence of the officer if:
1)

The officer is lawfully present;

2)

There is probable cause to believe that a criminal act was
committed; and

3)

There is probable cause to believe that a particular person has
committed the criminal act.

Probable cause may be established by statements of witnesses or victims,
presence of physical evidence and/or wounds or injuries, condition of the
premises or other facts or circumstances related to the apparent criminal
activity. When determining whether to make an arrest of a subject(s),
officers should consider the:
1)

Intent of the law, which is to protect victims of domestic violence.

2)

Degree of injury inflicted on the individuals involved.

3)

The extent to which the individuals are fearful of physical injury to
themselves or other members of the household.

4)

History of domestic violence between the individuals if that history
can be ascertained by the officer.

The decision of the officer to arrest an individual should not be based
solely on the:
1)

Consent of the victim to any subsequent prosecution.
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2)

Relationship of the individuals involved in the incident.

3)

Absence of visible indications of injury or impairment.

4)

Lack of any personal protection order.

5)

Fact that no arrests have been made in the past.

6)

Officer’s belief that the case won’t be prosecuted.

7)

Verbal assurances or promises from either party.

8)

Possibility of future reprisals.

9)

Race, ethnicity, sexual preference/orientation, social class, or
occupation of any party.

10)

Threats to sue.

11)

Possible negative consequences to the social status of any party.

Sworn members:
1)

Shall arrest for felonious assault offenses if probable cause exists.

2)

Should not arrest an individual if reasonable cause exists that the
individual was acting in self-defense or in lawful defense of
another individual.

3)

Should avoid dual arrests whenever possible. When claims of
mutual battering exist, officers should attempt to determine who
the assailant is.

4)

If a suspect is not present at the scene of the reported incident - and
the assigned officer(s) intend(s) to affect an arrest - should make
every reasonable effort to “attempt to locate” and effect the arrest.

5)

Not making an arrest shall receive approval of a supervisor prior to
leaving the incident scene. If a supervisor is not available, one will
be notified as soon as possible.

Weekend arrest procedure or holidays/weekends (When court will not be open the
next day). Sworn members shall:
a.

Arrest the subject for domestic assault and lodge at receiving. Complete a
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warrant request in Karpel.

E.

b.

When the warrant is written, fax the judge or magistrate a copy of the
warrant, make phone contact with the on-call judge or magistrate and
swear to the warrant.

c.

Provide factors of the incident to the judge or magistrate.

d.

Fax to the judge/magistrate the “BOND-NO CONTACT ORDER” form
after properly filling in the required information. Do not forget to include
information on the bottom of the form (e.g., height, weight, race, sex, etc.)
1)

The judge/magistrate will return the fax after signing, placing
conditions, providing an appearance date, and giving the Bond
Order an expiration date.

2)

An on-duty officer must then take this information to the KCSD
LEIN operator and have it entered into LEIN ASAP.

3)

The shift sergeant is responsible for faxing a copy to the 63rd
District Court at FAX #: 363-6211. This fax is required by 0800
hours on the first business day after the arrest; however, it should
be faxed immediately upon review by a sergeant and documented
on a supplemental report. A copy must also be delivered or faxed
to K.C.C.F. Receiving at FAX #: 632-6315 and a copy must be
with the original report for the court.

4)

Also, on the first business day following the arrest, the
Department will advise the court whether or not the prosecuting
attorney has authorized charges so removal of bond conditions
from LEIN can be made if they do not authorize.

RESPONSE AND INVESTIGATION
1.

Priority
a.

A domestic violence call will be given the same priority as any other lifethreatening call.
1)

Officers shall respond Code 1 (i.e., lights & siren) unless it is
known that one of the parties has left and there is no immediate
threat.

b.

Two officers shall respond to all domestics.

c.

If the call is cancelled by any party, both officers will continue and verify
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the cancellation.
2.

3.

Response. Sworn members shall:
a.

Approach the scene as a criminal investigation; and

b.

Use appropriate precautionary procedures when approaching and entering
the scene. Consider safety the top priority, and:
1)

Wait for arrival of a back-up unit;

2)

Determine if any weapons are present or in the home;

3)

Note any other hazards;

4)

Note if alcohol or drugs were used; and

5)

Try to obtain information of any prior calls to the residence.

On-scene investigations. Sworn members:
a.

Shall, upon arrival, establish contact with all parties involved, separating
the parties while maintaining officer safety.

b.

Shall identify and secure any firearms, knives, clubs, etc., and objects that
are potential weapons.

c.

Should attempt to create a calm, safe environment in which to conduct the
criminal investigation.

d.

Should determine the need for medical attention and request assistance as
needed. If the victim, suspect, or witnesses require any medical treatment
because of an injury sustained during the assault, the hospital and
attending physician’s name and telephone number shall be documented in
the incident report by the reporting officer.

e.

Shall conduct a thorough criminal investigation by noting injuries, taking
photos for evidence, and documenting physical evidence (i.e., condition of
house, etc.).

f.

Shall run LEIN on all parties involved in the domestic complaint to
determine if any personal protection orders are on file or any other
warrants outstanding.

g.

Run a CCH on all arrested subjects.
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h.

Shall interview all involved parties and witnesses and collect evidence of
all crimes committed.

i.

Should determine if they have probable cause to determine what crimes
were committed and who committed them.

j.

Shall arrest the assailant whenever probable cause is established that a
felony or domestic assault misdemeanor was committed, and the assailant
committed the crime. Sworn personnel making an arrest for a felony or a
domestic assault misdemeanor shall function as the complainant and shall
swear to the complaint and warrant, as necessary. Follow Manual of
Policy & Procedures Section 10-4: Arrest Management.

k.

If probable cause exists to believe a non-assaultive misdemeanor - other
than domestic assault - took place prior to the officers’ arrival, the
investigating officer should interview the victim and all witnesses and
record their statements in his/her report and forward same along with the
officer's report to the City Attorney or Prosecutor’s Office for review and
warrant issuance. Officers:
1)

May establish probable cause by witnesses or victims’ statements,
presence of physical evidence, condition of premises or other facts
or circumstances related to apparent criminal activity.

2)

Shall articulate probable cause in their written incident report.

l.

Shall arrest the suspect in accordance with this policy, if probable cause
exists to believe that there was a violation of a personal protection order.

m.

Arresting for a violation of a personal protection order does not preclude
an arrest for any other crime.

n.

Should make all reasonable attempts to locate and arrest the suspect if the
suspect has left the scene.

o.

If the suspect cannot be located, should seek a warrant in accordance with
Departmental and prosecutorial policy.

p.

Should always examine the facts to determine if any additional charges are
appropriate.

q.

Should look for any incidents of child abuse or elder abuse. If found, this
should also be investigated and properly referred to the Family
Independence Agency.

Warrants, bond conditions and personal protection orders. Sworn members shall
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direct the emergency communications (ECO/LEIN) operator to determine if any
warrants, bond conditions or personal protection orders exist for the involved
persons.

5.

a.

Warrants - All warrants shall be confirmed by officers.

b.

Violation of Bond Conditions - Officers shall follow the Manual of Policy
& Procedures Section 10-4: Arrest Management policy.

c.

Personal Protection Orders - Officers shall, without a warrant, arrest and
take into custody a person whom they believe violated any condition
specifically set forth in a personal protection order provided the:
1)

Personal protection order was entered into LEIN and is confirmed
and LEIN notes that it has been served; or

2)

Personal protection order was entered into LEIN and is confirmed
and there is a completed proof of service; or

3)

Personal protection order was previously served on the subject and
there is a completed Proof of Service; or

4)

Officer makes service on the subject; gives the subject the
opportunity of compliance and the subject fails to do so; or

5)

Personal protection order states that a violation of the order
subjects the restrained party to immediate arrest and to criminal
contempt powers of the court and that, if found guilty, the person
shall be imprisoned for not more than 93 days and may be fined
not more than $500: or

6)

Personal protection order supersedes any other court order such as
a child custody order unless it is noted otherwise on the personal
protection order.

On-scene investigation - no arrest. Sworn members:
a.

Should, if both parties to the domestic violence complaint are present and
there is no evidence to indicate an assault or violation of an injunctive
order, attempt to create a calm environment while conveying the message
that domestic violence is criminal behavior - and that you (the officer) are
concerned for everyone’s safety.

b.

Should encourage one party to leave, providing protection while essential
property is collected in preparation for leaving.
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c.

Shall provide the victim with referral information as required by MCL
764.15c. See Section H of this policy for specifics.

d.

Shall make an evaluation of the lethality (risk of life-threatening attack) of
the situation and discuss with the victim the danger he/she may be in.
Officers can inform victims that these factors are reliable predictors of
future danger and violence and should be considered when deciding to
remain at the scene or leave. Indicators are present if the assailant has:

e.

1)

Threatened to kill or take the victim hostage;

2)

Threatened children;

3)

Threatened to use a weapon and/or has access to weapons and/or
has a history of weapons use;

4)

Killed or mutilated a pet;

5)

A history of domestic violence or assaultive behavior or stalking;

6)

Threatened suicide;

7)

An alcohol or drug addiction; and/or

8)

Knowledge the victim is leaving or filing for divorce.

Shall be responsible for detailed documenting and reporting of the incident
whether or not an arrest was made. This shall include, but not be limited to
the following entries:
1)

The address, date and time of the occurrence or incident being
investigated.

2)

The victim’s name, address, race, sex, date of birth, home, and
work telephone numbers, and relationship to suspect.

3)

The suspect’s name, address, race, sex, date of birth, home and
work telephone numbers, whether arrested or not, physical
descriptions of the suspect, relationship to the victim and whether a
personal protection order regarding the suspect exists, the court or
jurisdiction holding the personal protection order, the probable
cause to believe that a condition of the personal protection order
was violated, and, if service was made by the officer, how the
service was made and what specifically the officer told the subject.
If the officer made service of the personal protection order, he/she
shall ensure the Department holding the personal protection order
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is notified of service so the LEIN entry can be modified and
complete a proof of service.
4)

The name(s), addresses, race, sex, date of birth, home, and work
telephone numbers of all witnesses to any part of the incident
including any children of the victim or suspect, the relationship of
the witnesses to the suspect or victim and a detailed statement of
their observations.

5)

The name of the person who reported the incident, i.e., the
complainant.

6)

Whether alcohol or controlled substance abuse was involved in the
incident, and by whom.

7)

Narrative describing the dispute or incident and the circumstances
that caused it.

8)

The number of times the suspect physically assaulted the victim
and a description of any weapon or object used to commit the
assault.

9)

A description of all injuries sustained by the victim and an
explanation of how they were inflicted.

10)

If the victim sought medical care, information concerning where
and how the victim was admitted to a hospital or clinic for
treatment and the name and telephone number of the attending
physician.

11)

A description of any property damage reported by the victim or
evident at the scene.

12)

A description of any previous domestic disputes or incidents
involving domestic violence between the victim and suspect.

13)

The date and time of the report and name of the officer completing
the report.

14)

Include historical information such as: number and description of
past assaults; weapon use in the past; past arrests for domestic or
assaultive behavior; past injuries or medical treatment; other
criminal activity, such as stalking; the presence of or access to
weapons (which should be highlighted so they can be included in
any PPO or Conditional Bond).
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15)

If no arrest was made, the officer shall articulate the reasons why
no arrest was made.

16)

In addition to complete report writing, officers shall be responsible
for photographically documenting and/or physically seizing,
pursuant to constitutional and statutory requirements, any evidence
at the scene that supports or corroborates “reasonable cause to
believe.” This evidence can include, but is not limited to, physical
injuries, weapons used, the condition of the scene, and any other
related facts or materials that support and justify the arrest. All
evidence shall be tagged and submitted as evidence in compliance
with Departmental procedure.

Bonding policy
a.

A person arrested with or without a warrant under MCL 764.15a shall not
be released on an interim bond or on recognizance. Sworn members shall:
1)

Detain the suspect until brought before a magistrate for
arraignment (MCL 780.582a).

2)

On first offense charges, lodge the suspect according to Manual of
Policy & Procedures Section 10-4: Arrest Management policy and
not issue an appearance ticket for domestic assault. (City
Ordinance Chap. 93 9.59) (Note: On holidays and weekends,
charge under state law as no city attorneys are available.)

3)

On second offense charges, after verification from CCH or
confirmation with LEIN of any prior domestic assault convictions,
officers lodge the suspect according to Manual of Policy &
Procedures Section 10-4: Arrest Management. A warrant shall be
sought for domestic assault.

4)

On third and subsequent offense charges, after verification from
CCH or confirmation with LEIN of two or more prior domestic
assault convictions, lodge the subject according to Manual of
Policy & Procedures Section 10-4: Arrest Management. A
warrant shall be sought.

b.

The suspect shall be brought before the court in accordance with this
policy.

c.

A person arrested for violation of a personal protection order shall not be
released on bond. On weekends and holidays, the on-duty supervisor
shall coordinate with the Kent County Correctional Facility to ensure the
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subject appears in court that day, or if the arrest was made in the evening
or at night, the next day.
F.

DOMESTIC ASSAULT RESPONSE TEAM (D.A.R.T)
1.

DART is designed to provide on scene services to victims of domestic violence
immediately after an assault (or, if preferred, through telephone contact within 24
hours of a report). Services provided by DART include crisis intervention,
support, community referral, transportation, emergency financial assistance (e.g.,
limited to food, door locks, etc.), and assistance in locating emergency shelter.

2.

DART’s staff is available Monday through Friday from 8:30 a.m. to 11:30 p.m.
and Saturday through Sunday from 5:00 p.m. to 11:30 p.m. for on scene contact.

3.

Sworn members investigating domestic assault complaints shall:
a)

b)

4.

If an arrest is made or is going to be made and the suspect is present,
notify DART by telephone as soon as possible. The officer should:
1)

Give the DART worker a brief incident summary and may request
special services that are appropriate.

2)

If an arrest is made, not wait for the DART worker to arrive.

If an arrest would be made, but the suspect is not present, notify DART by
telephone as soon as possible, and:
1)

Again, give the DART worker a brief incident summary and
request any special services.

2)

Request an estimated time of arrival from the worker, wait at the
scene for the worker to arrive and stand by while the worker meets
with the victim. This is to protect the worker should the subject
return.

3)

If the estimated time of arrival of the DART worker will be
excessive, which must be determined by the officer and his/her
supervisor considering staffing, the number of calls for service and
any other Department needs, the officer should inform the worker
that he/she cannot wait. In these cases, DART will not respond but
will contact the victim later. The officer shall fax the police report
to the DART office.

DART serves other police jurisdictions. It is possible that DART workers may not
be available when called upon. If this is the case, officers shall contact DART and
plan to get them the police report after it has been reviewed by the sergeant. Dart:
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a)

Will provide some special services if we request it. If the victim is a
female and injuries need to be checked and photographed and no female
officer is available, they will provide this assistance. DART will
also transport victims and their families to shelters or safe housing.

b)

During hours that their staff is not available, officers investigating
domestic violence cases, where an arrest is made or would be made if the
suspect was located, shall contact Dart to plan to deliver police reports to
the DART office. DART will attempt follow-up with victims in these
cases.

e)

Will also respond to or make follow-up calls on cases where an arrest is
not made but the officer feels the situation is continuing in nature and
needs intervention. During the hours workers are available; officers may
call or, at other times, fax reports.

f)

Workers carry a cellular phone during their available hours. The daytime
phone number is 260-6081. The evening staff can be reached at (616) 6325641. Contact will have to made with DART to plan to get them the
report.

VICTIM ASSISTANCE. Sworn members:
1.

Shall at the scene of a domestic assault or other related incident, immediately
provide or summon emergency medical care to all injured persons.

2.

Shall remain at the scene of any domestic assault incident until, in the reasonable
judgment of the officer, the likelihood of further imminent violence is eliminated.

3.

May, with supervisory approval (if no arrest can be affected and one or both
parties do not have transportation to another place to stay temporarily) transport
up to five miles.

4.

If no place is available, shall direct the dispatcher to contact a crisis center, for the
purpose of residentially placing subjects temporarily.

VICTIM’S RIGHTS. After investigating a domestic dispute, sworn members shall
provide and explain to the victim:
1.

Department’s telephone number.

2.

Name and badge number of reporting officer(s).

3.

The following statement, “You may obtain a copy of the police report for your
case by contacting the East Grand Rapids Department of Public Safety Records
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Section at (616) 949-7010.”
4.

Information about domestic violence programs including information about
emergency shelters, counseling services, legal rights, and services, etc.

5.

The legal rights of victims to go to court and file a petition requesting a personal
protection order to protect them or other members of their household from
domestic abuse; for example, victims may obtain court orders restraining or
enjoining the abuser from:
a.

Entering onto the premises;

b.

Assaulting, beating, molesting, or wounding a victim;

c.

Threatening to kill or physically injure a victim or other persons;

d.

Removing minor children from the victim, except as otherwise authorized
by a custody or visitation order issued by a court of competent
jurisdiction; or

e.

Engaging in stalking behavior.

6.

Hand out the VICTIM RIGHTS (211) CARDS, supplied by the Kent County
Prosecutors Office, to victim(s) at the scene. This is REQUIRED. Add your name,
badge number, incident number and our Department’s phone number to the card.

7.

Hand out the CRIME VICTIM’s RIGHTS pamphlet provided by the Department.

I.

SUPERVISION. The on-duty supervisor shall review all responses to a domestic
violence complaint to ensure that Departmental policy was followed.

J.

REPORTING TO THE APPROPRIATE PROSECUTING AGENCY
1.

In situations where on-scene investigation found a domestic assault has just
occurred and a custodial arrest is made, the following procedures should be
followed. A criminal history of the arrestee should be run through LEIN. If the
arrestee has no prior domestic violence convictions, then the case will be overseen
by the City Attorney. If the arrestee has a previous conviction, for domestic
violence, then the case will be overseen by the Kent County Prosecutor.

2.

In cases where a domestic violence is reported in an untimely manner (i.e., report
taken at the station for something that happened the previous day), the case will
be assigned to an investigator to have it reviewed by the appropriate prosecuting
authority.
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INCIDENTS INVOLVING POLICE OFFICERS, FIREFIGHTERS, PUBLIC SAFETY
OFCs FROM OTHER DEPARTMENTS, JUDGES, PROSECUTORS, CITY
ATTORNEYS OR AGENTS
1.

When a violation is reported in the City of East Grand Rapids and it is learned
that the suspected abuser or person suspected of violating a personal protection
order is a police officer, firefighter, or public safety officer from another
Department, or is a judge, prosecutor, city attorney or agent, the officer shall call
a supervisor to the scene.

2.

Supervisor responsibilities. The supervisor shall:

3.

a.

Ensure the incident is managed consistent with Department policy,
following normal procedures including any decision to arrest.

b.

Notify the director and captain as soon as possible of the incident and
outcome.

c.

If the suspect is arrested, notify the Kent County Jail, and request the
suspect be lodged separate from the general population.

d.

The director or captain shall notify the ranking officer available at the
suspect’s Department.

When a violation is reported in the City of East Grand Rapids and it is learned
that the suspected abuser or person suspected of violating a personal protection
order is a current employee of the Public Safety Department, sworn member(s)
shall call a supervisor to the scene.
a.

b.

The supervisor shall:
1)

Immediately notify the captain.

2)

If the captain is not available, attempt to notify the director. The
notified officer will then assume investigative responsibility for the
case. The director or captain may delegate the responsibility as
they see fit.

3)

Secure the scene until the captain arrives. If the suspected abuser is
on the scene, the supervisor will secure the abuser until the arrival
of the captain.

The captain shall:
1)

Upon arrival, assume investigative responsibility for the case and
proceed with an investigation consistent with Department policy.
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2)

If a sworn member higher in rank than captain engages in the
incident, contact an appropriate law enforcement agency (i.e.,
Grand Rapids Police Department, Michigan State Police, Kent
County Sheriff’s Department, etc.) to conduct the investigation.

3)

Determine if an arrest is warranted and, if warranted, make the
arrest, and ensure the abuser is processed consistent with normal
procedures.

4)

However, notify KCCF and request separate lodging from the
general population.

5)

Notify the director of the incident and outcome as soon as possible.

The director or designee shall:
1)

If appropriate, immediately place on administrative leave an
employee that is the subject of a domestic violence active criminal
investigation. (All sworn powers are suspended.)

2)

Assign the captain to conduct a separate internal investigation into
the incident which, under normal circumstances, will begin after
the criminal investigation is completed.

3)

If the captain engaged in the on-scene investigation, assign a
different officer to conduct the internal investigation

L.

EVALUATION. This procedure shall be evaluated periodically to provide officers with
the most legally complete and current material regarding this critical responsibility.

M.

TRAINING. All Public Safety Department personnel shall complete a training program
regarding this procedure.

N.

REFERENCE PROCEDURES. The following policies may be of assistance in domestic
incidents:

O.

•

Manual of Policy & Procedure Section 10-22: Transporting Prisoners

•

Manual of Policy & Procedure Section 3-31: Members Arrested, Suspects, or
having Personal Protection Orders

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.
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P.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

Q.

POLICY HISTORY
Rescinds:

General Order #49 – Domestic Violence, 10.1.07; and
Patrol Manual – Domestic Assault Procedure

Adopted:
Reviewed:
Revised:

4.16.12
2.21.18, 12.1.18, 7.4.19, 11.23.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish operational guidelines and procedures for sworn personnel in
incidents where drivers are driving while license suspended/denied/revoked.

B.

OPERATIONAL PROCEDURES.

Sworn personnel shall:

1.

Make a traffic stop based on a violation or reasonable suspicion.

2.

Establish driving status through MDT and or LEIN operator and check for prior
convictions and class II driving history. Note: Run two LEIN checks for every
traffic stop, #13 (plate inquiry) and # 35 (driver inquiry).

3.

Types of suspensions
a.
b.
c.
e.
d.
f.

FCJ
FAC
UDR
FR

–
–
–
–

Fail to comply with judgment
Failed to appear in court
Unsatisfactory driving record
Financial responsibility
Court ordered suspension (i.e., OUIL conviction, etc.)
Other administrative suspensions (i.e., Reinstatement fee
suspensions)
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DWLS 1st & DWLS 2nd. If DWLS enforcement is taken, sworn personnel shall:
a.

Handle DWLS 1st & DWLS 2nd or subsequent the same as they are
misdemeanors.

b.

Draw a complaint number for either type of DWLS, and for:
1)

2)

5.
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DWLS 1st:
a)

Cite the driver for DWLS on traffic citation.

b)

Set an appearance date for 1330 hours on the correct day
based on the arraignment calendar established by the court.

c)

Confiscate the driver’s license.

d)

Release the driver with citation and court date unless you
are going to lodge subject on additional charges (i.e.,
warrant arrest, etc.).

e)

Impound the vehicle if no one can pick it up in a reasonable
amount of time.

DWLS 2nd, or subsequent:
a)

Cite the driver for DWLS 1st on the traffic citation. Note:
Document in the report it is a subsequent offense.

b)

Issue an appearance date for 1330 hours on the correct day
based on the arraignment calendar established by the court.

c)

Confiscate the driver’s license.

d)

Impound the vehicle if no one can pick it up in a reasonable
amount of time.

Repeat offender violations. If DWLS enforcement is taken, sworn personnel shall:
a.

Confiscate the license plate and issue a paper plate, if the driver has two or
more prior additional mandatory suspensions/revocations convictions.
1)

b.

EXCEPTIONS. Officers shall not take dealer, manufacture, out-ofstate, rental, trailer, tribal, U.S. Gov’t, or apportioned-IRP plates.

Enter the following data on the paper plate:
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Vehicle Identification Number (VIN).

2)

Make and Year of Vehicle.

3)

License plate number (or vanity text) from metal
Plate; and

4)

Arrest Date.

9-31.3

c.

Apply the original paper plate to the vehicle, lower left side of rear
window.

d.

Attach copies of the plate to arrest report, as information will be
forwarded to LEIN and the Prosecuting Attorney’s Office.

e.

Enter the paper plate into LEIN as a repeat offender.
Note: Not all prior convictions result in plate confiscation. Your MDT or
LEIN operator will advise when it is necessary.

6.

Bond. Bond is not required for DWLS 1st or subsequent unless the driver is
lodged. Follow Manual of Policy & Procedure Section 10-4:
Arrest
Management for lodging procedures.

7.

Impound. Sworn personnel:

8.
C.

a.

May turn over the vehicle to the driver’s designee.

b.

If the vehicle is not released on the street, shall impound the vehicle after
completing an inventory search.

c.

Must enter the vehicle into LEIN as impounded if the registered owner is
not aware it was impounded.

Reporting. Sworn personnel shall submit an incident report for all DWLS arrests.

REFERENCE INFORMATION. The following policies, procedures and local ordinances
may assist officers in DWLS incidents:
•
•
•
•
•
•

Manual of Policy & Procedure Section 10-19: Search & Seizure
Manual of Policy & Procedure Section 10-4: Arrest Management
Manual of Policy & Procedure Section 10-22: Transporting Prisoners
Traffic code, Local Ordinance EGR.904
For 2nd or more convictions EGR.904A
MICR #54003------UCR #8273 for lodging
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D.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

Patrol Manual – DWLS Arrest Procedure
4.16.12
2.22.18, 3.12.18, 12.1.18, 12.13.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish guidelines for eyewitness identification procedures using
photographic lineups, live lineups, and show-ups.

B.

POLICY. The Department of Public Safety’s eyewitness identification procedures reflect
best practices in evidence gathering. Sworn personnel shall follow these guidelines to:

C.

1.

Improve the accuracy of eyewitness identifications; and

2.

Increase the ability of public safety officers and prosecutors to convict the guilty
and protect the innocent.

DEFINITIONS
Blind Presentation. Both the officer administering the identification procedure and the
witness do not know the suspect’s identity.
Blinded Presentation. The administrator may know who the suspect is but does not
know which photograph or lineup member is being viewed by the witness.
Confidence Statement. A statement in the witness’s own words taken immediately after
identification stating his or her level of certainty in the identification.
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Filler. A person or photograph of a person included in a lineup or photo array but who is
not a suspect.
Live Lineup. A live presentation of individuals before an eyewitness for the purpose of
identifying or eliminating suspects.
Photo Lineup. Showing photographs to an eyewitness for the purpose of identifying or
eliminating suspects.
Sequential Lineup. Persons or photographs are presented one at a time, and the officer
retrieves one before presenting another.
Simultaneous Lineup. Persons or photographs are presented at the same time.
Showup (or Field Identification). The presentation of a live person in the field shortly
after a crime is committed to confirm or eliminate him/her as a suspect.
D.

PROCEDURES
1.

2.

When administering eyewitness identifications, sworn members shall:
a.

Avoid any suggestive language or behavior regarding the identity of the
suspect throughout the process.

b.

Use sequential lineups and blind administration whenever possible.
However, if blind administration of a live or photographic lineup is not
possible, investigators/officers may administer a blinded photographic
lineup as described below.

c.

Never conduct a sequential presentation without a blind or blinded
administrator.

d.

Prior to any lineup, record a thorough description of the perpetrator from
each eyewitness, taken separately for each eyewitness, in his/her own
words.

f.

Prior to the start of the identification procedure, read the witness
instructions. (Note: Specific instructions for photographic lineups, live
lineups, and blinded photo lineups are included on the appropriate form.)

g.

Have the witness sign the appropriate form to indicate he/she understands
the instructions.

Photographic lineup. When organizing a photographic lineup, sworn members
shall:
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a.

Include only one suspect in each identification procedure with a minimum
of five fillers;

b.

Match the witness’s description of the perpetrator in significant features
including any unique or unusual features;

c.

Ensure all photographs are contemporary, similar in size, characteristics,
and nature (e.g., color, quality, etc.) There should be consistency in
personal features across all pictures;

d.

Number each photograph and place each photograph in individual folder;

e.

When conducting a single lineup for multiple witnesses, renumber
photographs for each witness; and

f.

Use different fillers, if the witness has previously viewed a photo lineup in
connection with the offense.

Conducting a photographic lineup. When conducting a photographic lineup,
sworn members:
a.

Whenever possible use “blind administration” in which the officer
conducting the lineup does not know the suspect’s identity;

b.

Prior to the presentation, read instructions to the witness on the “Photo
Lineup” form. Document that the witness understands the instructions,
and have them sign the “Photo Lineup” form;

c.

Present each photograph to the witness sequentially with one photograph
replacing another so that no two are presented at the same time;

d.

After each photograph is presented, ask the witness if he/she recognizes
the person. Even if the witness identifies a previous photograph as the
suspect, present each photograph in the series.

e.

At the request of the witness, present the photographs one more time.
Witnesses shall be allowed to take as much time as needed before moving
on; and

f.

If identification is made, record a statement of confidence on the “Photo
Lineup” form which shall be signed by the witness.

Blinded administration of a lineup (folder method) – a photo lineup alternative.
The “Folder Method” addresses concerns surrounding limited resources while
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allowing for blind administration. If the investigating officer of a case is the only
officer available to conduct a photo lineup, the officer shall:

5.

a.

Use one suspect photograph that resembles the description of the
perpetrator provided by the witness, five filler photographs that match the
description and ten folders that are exactly the same (four folders will not
contain any photos and will serve as ‘dummy folders’);

b.

Affix one filler photo to Folder #1 and number the folder;

c.

Administer the lineup by placing the suspect photograph and the other
four filler photographs into Folders #2-6 and shuffle the photographs so
that the witness is unaware of which folder the suspect is in, and then
number the remaining folders, including folders #7-10, which will remain
empty. (This is done so the witness does not know when he has seen the
last photo.)

d.

Prior to the presentation, read the instructions to the witness from the
“Folder Method” form ensuring, documenting the witness understands the
instructions and have the witness sign the form;

e.

Without looking at the photo in the folder, hand each folder to the witness
individually. Each time the witness has viewed a folder, the witness
should indicate whether or not this is the person the witness saw and the
degree of confidence in this identification and return the photo to the
administrating officer. The order of the photos should be preserved in a
facedown position in order to document.

f.

Document and record the results of the procedure including the order of
the folders used;

g.

If identification is made, record a statement of confidence on the “Folder
Method” form which shall be signed by the witness.

Live lineups. When organizing a live lineup, sworn member(s) shall:
a.

Determine if a live lineup is appropriate by considering the availability of
witnesses and lookalikes;

b.

Include only one suspect in each identification procedure with a minimum
of four fillers;

c.

Select fillers who generally fit the witness’s description of the suspect. No
participant should stand out in the lineup;
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d.

Consider placing the suspect in different display conditions when
conducting more than one lineup due to multiple witnesses; and

e.

Avoid reusing fillers in lineups shown to the same witness when showing
a new suspect.

Conducting a live lineup.
shall:

When conducting a live lineup, sworn members(s)

a.

Whenever possible, use the blind administration technique;

b.

Prior to the presentation, read the instructions to the witness from the
“Live Lineup” form to ensure and document the witness understand the
instructions;

c.

Begin with all lineup participants out of view of the witness;

d.

Present each individual to the witness separately, in a previously
determined order, removing those previously shown;

e.

Present each participant to the witness even if the witness identifies a
previous participant as the suspect. Witnesses may view the lineup a
second time if they request to do so;

f.

Ensure any identifying actions (e.g. speech, gestures, movements, etc.) are
performed by all eyewitness participants;

g.

If identification is made, record a statement of confidence on the “Live
Lineup” form which shall be signed by the witness.

Show-ups. Sworn members shall consider if a photo lineup can be conducted
instead of a show-up for increased control, minimizing observable nervousness,
and improved logistics. However, when circumstances require the prompt display
of a suspect to the witness, sworn members shall:
a.

Conduct a showup only when the suspect is detained within a reasonably
short timeframe following the offense;

b.

Transport the witness to the suspect’s location, whenever possible;

c.

Record presentations, when possible;

d.

Avoid suggestive words or conduct, such as presenting the suspect in
handcuffs, from the backseat of a patrol car, or being physically restrained
by the police;
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e.

Separate witnesses to avoid communication among them and obtain a
thorough description of the suspect from each witness separately prior to
the showup. A suspect shall only be viewed by one witness at a time out
of the presence and earshot of other witnesses.

f.

If identification is made, record a statement of confidence.

8.

Witness confidence statement. Regardless of the type of identification procedure
employed, if identification is made, the officer shall ask the witness immediately
for a statement of confidence in his or her selection in his/her own words. The
statement shall be documented by the officer and signed by the eyewitness if a
form is available.

9.

Identification procedure documentation. The identification procedure shall be
carefully documented. The preferred method of documenting the identification
procedure is a video record with audio. Sworn members shall:
a.

Treat all documentation as evidence and include:
1)

Name of the administrator and eyewitness;

2)

Date and time of the identification procedure;

3)

Whether the administrator was blind, blinded, or non-blind,
provide written justification for using live or photographic
presentation other than a double-blind sequential presentation;

4)

Names and sources of fillers used in photo and live lineups;

5)

In a photo or live lineup, any eyewitness identification of a filler;

6)

All Identification and non-identification results obtained during the
procedure including witness confidence statements signed by the
witness; and

7)

If a photo lineup is developed electronically, the lineup shall be
printed for documentation.

E.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

G.

POLICY HISTORY
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A.

PURPOSE. To establish foot patrol assignment and reporting requirements. Foot patrol in
the Business District and neighborhoods is a priority activity within the Department of
Public Safety.

B.

SPECIFIC RESPONSIBILITIES
1.

2.

Staff sergeants and sergeants shall ensure foot patrol assignments are:
a.

Made and conducted daily in neighborhoods and targeted areas.

b.

Implemented during special events, when appropriate, and staffing allows
for the patrols; and

c.

Recorded on the OFFICER’s DAILY LOG and a report in the Talon
Incident Management System is completed.

Officers assigned foot patrol duties should:
a.

Establish personal contact with residents, business operators, employees,
and visitors.
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b.

Provide visible patrol as a deterrent to crime and take enforcement action
whenever appropriate.

c.

Give out information on crime and fire prevention.

d.

Identify safety hazards and take action to mitigate those hazards; and

e.

Solicit concerns and comments from those they contact, identify potential
areas where the Department can better serve the public and communicate
that information to the department administrations.

IMPLEMENTAION CONSIDERATIONS. Foot patrols should be:
1.

Considered a mid-level priority task and, as such, should not be performed if calls
for service are waiting or if officers participate in case investigations, arrests or
arrest processing, fire suppression duties, traffic or crowd control, or other activity
the supervisor feels takes precedence.

2.

Suspended during times of harsh weather conditions, which would include cold,
wind chill, heavy rain, or snow. In general, if the weather is such that people
venture out only on a limited basis, then foot patrols should be suspended. During
the holiday shopping season, foot patrols in the Business District should be
assigned except during severe weather conditions.

3.

Conducted in the Business District on those days when most businesses are open.
A minimum of one-half hour of foot patrol should be conducted between 1100
hours and 1300 hours. An additional half-hour of foot patrol should be conducted
between 1600 hours and closing for most businesses. Sergeants should vary the
hours of this assignment to avoid patterns.

4.

Implemented for special community events such as school programs, athletic
events, activities in the business district or when reported or suspected criminal
activity exists.

D.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY
Rescinds: General Order #54 - Foot Patrols revised 10.2.7
Adopted: 4.16.12
Revised: 4.4.18, 12.3.18 Reviewed: 12.13.21
By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish foot pursuit guidelines that allows for apprehension of fleeing
suspects in a manner that maximizes both officer and community safety, while giving due
consideration to the Department's Response to Resistance/Use of Force policy.

B.

AUTHORIZATION. All sworn members are authorized to engage or disengage in a foot
pursuit.

C.

PROCEDURAL GUIDELINES
1.

Decision to not engage in a foot pursuit. No officer or supervisor shall be
destructively criticized or disciplined for a decision not to engage in a foot
pursuit, if in the officer or supervisor’s assessment, the safety risk for the officer
or others exceeded what is reasonable.

2.

Decision to engage in a foot pursuit. Sworn members:
a.

Deciding to initiate or continue a foot pursuit must weigh the need to
apprehend the suspect against the degree of risk to which the officer and
others are exposed to as a result of the pursuit.
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b.

Shall not engage in a foot pursuit unless there is a violation of the law, or
where an officer has the legal ability to detain a subject.

c.

Shall base their decision to engage, disengage or not start a foot pursuit on
the totality of the circumstances and perceived safety risk for the officer.

Risk assessment. Sworn members shall perform a risk assessment and take into
consideration the following factors when deciding to engage in a foot pursuit:
a.

Whether the suspect is armed;

b.

Seriousness of offense, threat to public safety;

c.

Whether officer is alone and proximity of back up officers;

d.

Number of suspects;

e.

Physical condition of officer;

f.

Location, i.e., nature of area, environmental factors; and/or

g.

Ability to apprehend the subject at a later time if identity or other
identifying characteristics are known.

Initial pursuing officer responsibilities. Sworn members shall:
a.

Communicate the following information to dispatch:
1)

Unit number;

2)

Location;

3)

Direction of travel;

4)

Description of suspect;

5)

Whether the suspect is armed;

6)

Information needed to coordinate with responding officers for
assistance in the pursuit and the establishment of a perimeter; and

7)

Update dispatch with their location and direction of travel as often
as possible.
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Attempt to maintain a gap between themselves and the suspect sufficient
enough to allow time for maintaining cover and to allow for back up units
to arrive

Backup officer responsibilities. When performing as a backup officer, sworn
members shall:
a.

Minimize radio traffic to allow access for the initiating officer; and

b.

Assist initiating officer with apprehension of the suspect or assist in
setting a perimeter.

Supervisor responsibilities. Supervisors shall: (Note: These responsibilities apply
if the supervisor is not directly involved in the incident. If involved, or not on
patrol, these responsibilities should fall to an un-involved officer or to the officer
involved in the incident until a supervisor becomes available.)
a.

Monitor the pursuit and direct available officers and resources where
needed.

b.

Terminate any pursuit where the risk to the officer, community, or
suspects outweighs the need for the foot pursuit or apprehension of
the suspect

Dispatch responsibilities. The assigned dispatcher shall:
a.

Designate an involved channel for emergency traffic for the foot pursuit;
and

b.

Notify a supervisor if he/she is not on patrol.

Termination. Sworn members shall terminate a foot pursuit when a/an:
a.

Supervisor orders the foot pursuit terminated.

b.

Officer believes the risk to himself/herself or community outweighs the
apprehension of the suspect.

9.

Reinstating a previously terminated foot pursuit. Sworn members shall give due
consideration to the sections noted above prior to reinstating a foot pursuit.

10.

Reporting. All sworn members involved in a foot pursuit shall:
a.

Submit a TIMS incident report regarding their involvement in the foot
pursuit;
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b.

Submit the “Foot Pursuit” report according to departmental guidelines;
and

c.

Ensure all reporting requirements involving a response to resistance are
completed in accordance with Manual of Policy & Procedure Section 114: Response to Resistance Reporting.

INCIDENT REVIEW
1.

2.

Purpose. The purpose is to:
a.

Conduct a meaningful review of each foot pursuit.

b.

Provide for a comprehensive review, examination, analysis, and
assessment of each incident.

Review. An un-involved shift supervisor shall:
a.

Review each foot pursuit;

b.

Write a written review of the incident which shall contain a brief summary
of the involved factors contributing to the foot pursuit, and whether the
incident conformed to departmental policy; and

c.

Review the “Foot Pursuit Report” and officers TIMS report which
contains the following:
1)

The totality of the circumstances as it relates to the reason for the
foot pursuit, the severity of offense, and officer safety risk.

2)

If the officer had a reasonable suspicion the subject was armed.

3)

If the officer knew or had knowledge of whom the individual was.

4)

The risk posed to the officer or public by the suspect.

5)

The time of day and weather conditions.

6)

If there was available back-up and support resources.

7)

The officer’s familiarity with the foot pursuit area.

8)

The officers’ actions at:
a)

Apprehension
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b)

Termination of the pursuit; and

c)

Transition to other tactics.
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d.

Complete reporting requirements involving a response to resistance in
accordance with Manual of Policy & Procedure Section 11- 4: Response
to Resistance Reporting.

e.

Forward the completed report(s) to the captain for his/her review.

The captain shall:
a.

Review the circumstances surrounding the incident.

b.

Complete a meaningful review of each foot pursuit to include:
1)

Compliance with policy and training.

2)

The actions and decisions of the supervisor managing the activity.

c.

Report to the director of public safety, in writing, his findings.

d.

Conduct an annual, documented summary of all foot pursuit incidents and
a written annual analysis of all foot pursuit incidents in the aggregate
taken together.

E.

TRAINING. All public safety officers shall be trained on this policy annually. A record
of this training shall be maintained by the Training Unit.

F.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

G.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

H.

POLICY HISTORY
Rescinds:
N/A
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Revised:
12.21.18, 7.4.19, 2.16.21
By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To outline procedures and guidelines for all personnel when dealing with
mentally ill/disturbed or emotionally disturbed persons.

B.

DEFINITIONS
1.

Mental Illness. A substantial disorder of thought or mood which significantly
impairs judgment, behavior, capacity to recognize reality, or ability to cope with
the ordinary demands of life.

2.

Protective Custody. The temporary custody of an individual by a peace officer
with or without an individual’s consent for the purpose of protecting that
individual’s safety and health, or the safety and health of the public, and for the
purpose of transporting the individual if the individual appears to be a person
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requiring treatment. Protective custody is civil in nature and is not an arrest;
however, the same level of force may be used as when making an arrest (see
below).
3.

C.

Person Requiring Treatment. A person who has a mental illness:
a.

Who because of that mental illness can reasonably be expected within the
near future to intentionally or unintentionally cause serious injury to
himself or herself, or an individual who has engaged in an act or acts or
has made significant threats that are substantially supportive of the
expectation; or

b.

Who because of that mental illness is unable to address his or her basic
physical needs, such as food, clothing, or shelter that must be attended to
in order for the person to avoid serious harm in the near future, and who
has demonstrated that inability by failing to address those basic physical
needs; or

c.

Whose judgment is so impaired that he/she is unable to understand his or
her need for treatment and whose continued behavior because of this
mental illness can be reasonably expected, on a basis of competent clinical
opinion, to result in significant physical or mental harm to himself, herself,
or others in the near future; or

d.

Whose understanding of the need for treatment is impaired to the point
that he or she is unlikely to voluntarily participate in or adhere to
treatment that has been determined necessary to prevent a relapse or
harmful deterioration of his or her condition, and whose noncompliance
with treatment has been a factor in the individual’s placement in a
psychiatric hospital, prison or jail at least 2 times within the last 48 months
or whose noncompliance with treatment has been a factor in the
individual’s committing 1 or more acts, attempts, or threats of serious
violent behavior within the last 48 months. An individual under this
subdivision is only eligible to receive assisted outpatient treatment.

POLICY. All personnel shall:
1.

Comply with the Michigan Mental Health Code when responding to or handling
situations which involve individuals suspected of suffering from mental illness.

2.

Understand that the most serious interactions with the mentally ill are physical
altercations or armed confrontations.

3.

Receive guidance and training in dealing with the mentally ill.

4.

Recognize that mental illness is not a violation of the law.
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Not take a mentally ill person into custody unless the individual has:
a.

Committed an arrestable offense.

b.

Demonstrated that he/she is a threat to themselves or others.

c.

A court order to take them into custody.

POTENTIAL SYMPTOMS OF MENTAL ILLNESS. Mental illness is often difficult for
even trained professionals to define in an individual. Officers are not expected to make
judgments of mental or emotional disturbance but must recognize behavior that is
potentially destructive and/or dangerous to self or others. Potential symptoms include:
1.

Withdrawal — Recent social withdrawal and loss of interest in others.

2.

Drop in functioning — An unusual drop in functioning, at school, work, or social
activities, such as quitting sports, failing in school or difficulty performing
familiar tasks.

3.

Problems thinking/Confused thinking — Problems with concentration, memory or
logical thought and speech that are hard to explain.

4.

Increased sensitivity — Heightened sensitivity to sights, sounds, smells or touch,
avoidance of over-stimulating situations.

5.

Apathy — Loss of initiative or desire to participate in any activity.

6.

Feeling disconnected — A vague feeling of disconnection from oneself or one’s
surroundings; a sense of unreality.

7.

Illogical thinking — Unusual or exaggerated beliefs about personal powers to
understand meanings or influence events; illogical or “magical” thinking typical
of childhood in an adult.

8.

Nervousness/Intense fear — Fear or suspiciousness of others or a strong nervous
feeling.

9.

Unusual behavior – Odd, uncharacteristic, peculiar behavior.

10.

Sleep or appetite changes — Dramatic sleep and appetite changes or decline in
personal care.

11.

Mood changes — Rapid or dramatic shifts in feelings.

12.

Suicidal thoughts.
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13.

Delusions.

14.

Substance abuse.

15.

Defiance of authority.

16.

Frequent outbursts of anger.

9-43.4

WHEN DEALING WITH SUSPECTED MENTALLY ILL SUBJECTS. Sworn
members should:
1.

Request a backup officer. (Do so in cases where the individual is going to be
taken into custody).

2.

Take steps to calm the situation. Where possible, eliminate emergency lights and
sirens, disperse crowds, and assume a non-threatening manner when approaching
or conversing with the individual. In situations where the individual has not
engaged in violence, avoid physical contact, and take time to assess the situation.

3.

Be honest, polite, and respectful.

4.

Attempt to de-escalate any potential/active violence or hostility without
endangering themselves other officer(s) or persons, if possible.

5.

Express concern and understanding.

6.

Determine if the subject is a “person requiring treatment.”

7.

Determine if the subject has violated any law or ordinance.

8.

Determine the most appropriate course of action such as:
a.

Counseling the subject, providing guidance, etc.

b.

Directing the subject to a place of treatment or counseling.

c.

Requesting a mental health case worker to respond, if available.

d.

Contacting a relative, friend, guardian, etc.

e.

If the situation allows and it is the best course of action, taking the subject
into protective custody.

VOLUNTARY COMMITMENT. Sworn personnel shall:
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1.

If the subject requests voluntary commitment, provide the person transportation
either by cruiser or ambulance; and

2.

Proceed to the hospital or mental health care facility, if necessary, to provide the
medical staff with any necessary information and make sure the subject is safe,
secure, and under care.

INVOLUNTARY COMMITMENT/PROTECTIVE CUSTODY. Sworn personnel:
1.

2.

May take an individual, deemed to be a “person requiring treatment” (B.3.) into
protective custody if he/she does not wish to commit themselves voluntarily.
Officers shall:
a.

Notify on-duty supervisors or command personnel whenever a subject is
taken into protective custody for treatment/commitment.

b.

Advise the subject they are not under arrest but are under protective
custody.

c.

Complete an incident report.

Taking a person into protective custody may:
a.

Use objectively reasonable force as if the officer were making a lawful
arrest as articulated in the Manual of Policy & Procedures Section 11-4:
Response to Resistance.
1)

b.

Response to resistance shall follow Estate of Corey Hill v Miracle
which identified the following three factors:
a)

Was the person experiencing a medical emergency that
rendered him incapable of making a rational decision under
circumstances that posed an immediate threat of serious
harm to himself or others?

b)

Was some degree of force reasonably necessary to
ameliorate the immediate threat?

c)

Was the force used more than reasonably necessary under
the circumstances?

Require reasonable steps for self-protection, including a pat down search
of the subject and the immediate surroundings, but only to the extent
necessary to discover and seize a dangerous weapon that the subject may
use against the officer or other person including health care workers.
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Shall make every effort to have family or friends complete an application/petition
for hospitalization.

4.

If the officer has observed the behavior, may function as petitioner, and seek a
law enforcement committal. The application/petition shall include the:

5.

H.

a.

Facts which form the basis for the assertion that the person is a “person
requiring treatment” (B.3.); and

b.

Names and addresses of any known witnesses.

Once the subject is turned over to a health care facility - and the individual has
been accepted into the facilities custody - may clear after having completed all
necessary forms and/or petitions.

COURT ORDERED PICK-UP.
1.

2.

I.

9-43.6

Sworn members shall:
a.

Receive a petition, signed by a physician, licensed psychologist, or judge,
ordering a peace officer to take the named subject into protective custody.
The clinical document will accompany the petition.

b.

Notify on-duty supervisors or command personnel of the pick-up order.

c.

Work with family or friends of the named subject to determine the
expected compliance of the subject.

d.

Contact the named subject.

e.

Place the subject into protective custody and advise them they are not
under arrest but under control of the court order for their safety.

f.

Transport the subject to the named hospital or preadmission screening unit
designated in the petition.

Sworn members may use objectively reasonable force as if the officer were
making a lawful arrest as articulated in (G.2.) of this policy and the Manual of
Policy & Procedures Section 11-4: Response to Resistance.

TRANSPORTATION. If available, sworn personnel shall:
1.

Utilize a two-person police vehicle, to take custody of and transport any mentally
ill/disturbed person. If two-person unit is unavailable and extra safety precautions
are appropriate, the subject shall be put in the backseat of a patrol vehicle with a
screen with a second unit following for assistance if necessary.
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2.

Ensure the transporting officer is the same sex as the subject needing mental
health care.

3.

Use a two-person unit. The transport officer must notify dispatch of their
beginning mileage, destination, and ending mileage.

INTERVIEW & INTERROGATION. Sworn personnel:
1.

Attempting to conduct an interview with a developmentally disabled or mentally
ill individual may wish to consider consulting with a mental health professional if
there is a question as to whether they can understand their Miranda rights and can
give an informed waiver of those rights.

2.

If the disabled person is a witness, should:
a.

Not interpret lack of eye contact or strange actions as indications of deceit.

b.

Use simple straight forward language.

c.

Not employ common interrogation techniques, suggest answers, attempt to
complete thoughts of persons slow to respond, or pose hypothetical
conclusions.

d.

Recognize that the individual may be easily manipulated and highly
suggestible.

TRAINING. Sworn personnel:
1.

That are entry level employees shall receive mental illness training during the
EGRDPS field training program.

2.

Shall receive mental illness training – covering this policy and state law – at least
once every three years either in rollcall training or during annual in-service
training. If possible, a member of Community Mental Health should present. The
Training Unit Coordinator is responsible for scheduling triennial training and
shall maintain a record of and document all mental illness training.

3.

Shall participate in the 40-hour Kent County Crisis Intervention Team training
when available. It is the Department’s goals to have all sworn officers trained as
“Crisis Intervention Specialists.”

MENTAL HEALTH RESOURCES. Both 911 dispatch centers maintain information
regarding available mental health resources and authorized emergency evaluation
facilities along with referral information.
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(616) 333-1000

M.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

N.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will abide by this policy.

O.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

10/24/2017
12.3.18, 12.24.19, 10.13.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish procedural guidelines for sworn members encountering minors
in possession of alcohol.

B.

MINOR IN POSSESSION OF ALCOHOL
1.

After contacting a minor in which reasonable suspicion, for a first offense civil
infraction, or probable cause, for a second or subsequent charge, exists that said
minor has consumed or is in possession of alcohol illegally officers shall under
the authority of [MCL 436.1705]:
a.

Stop and detain the subject.

b.

Determine the exact age of the subject.

c.

Note any signs of intoxication, such as:
1)

Odor of intoxication;

2)

Bloodshot and/or watery eyes;

3)

Slurred speech;
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4)

Lethargic (slow/tired) body movements; and/or

5)

Inability to maintain balance.

9-46.2

Interview the subject, and:
1)

If already in custody, read Miranda warnings.

2)

If not in custody, ask if the subject has consumed alcohol and what
type, try to determine quantity.

2.

If the subject is operating a motor vehicle at the time of contact, sworn personnel
shall continue investigating under Manual of Policy & Procedure Section 9-52:
OWI/OUID..

3.

Preliminary Breath Test. Sworn personnel shall:
a.

Ask the subject to take a PBT. Minors do NOT have PBT rights. PBT
rights are from the Motor Vehicle Code and should only be read if the
subject was driving prior to contact with officers (i.e., Zero
Tolerance/OWI).

b.

If the subject agrees to take a PBT, check their mouth for foreign objects
and observe for 15 minutes, documenting the results.

c.

If the subject has not consumed alcohol but is in possession of it:

d.

4.

1)

Photograph the alcohol in its container(s), then dispose of the
alcohol on scene (if possible). Take the containers back to the
Public Safety Department for disposal as outlined in Manual of
Policy & Procedure Section 14-7: Property and Evidence
Management.

2)

Without physical evidence (beer, wine, etc.) do NOT issue for MIP
unless PBT reading is .02% or higher.

Issue for MIP if the subject refuses the PBT, but there is still reasonable
suspicion, for the first offense civil infraction, or probable cause, for a
second or subsequent charge, to believe the subject is intoxicated or
consumed alcohol.

Citations/Disposition. Sworn personnel shall:
a.

Review the defendants driving record and CCH to determine if the subject
has prior convictions for previous minor in possession incidents.
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b.

Issue a civil infraction for minor in possession [MCL 436.1703(1)(a)] if
subject is under 21-years-old and this is their first offense MIP.

c.

If it is determined the defendant has a prior MIP conviction, the second
offense is a misdemeanor, issue a citation for [MCL 436.1703(1)(b)].
However, if the individual is under 18 years old, do not issue a citation as
the minor will be petitioned to juvenile court. If the defendant is 18-21
years of age, set an appearance date for 1330 hours on the correct day
based on the arraignment calendar established by the court.

d.

If it is determined the person has two or more prior MIP convictions, the
third offense is a misdemeanor, cite defendant for [MCL 436.1703 (1)(c)].
If the person is under 18 years old, do not issue a citation as the minor will
be petitioned to juvenile court. If the defendant is 18-21 years of age, set
an appearance date for 1330 hours on the correct day based on the
arraignment calendar established by the court.

e.

Release the individual to a parent or guardian if the subject is under 18
years of age. If a parent or legal guardian is not available, release to a
responsible adult.

Documentation. Sworn personnel shall:
a.

Complete an incident report, including any digital evidence photos and
parent/legal guardian information.

b.

Save any in-car video footage as evidence.

MINOR IN POSSESSION PARTY. Sworn personnel shall:
1.

Note initial observations of the scene. Any juvenile subjects outside of the
residence or subjects visible on arrival, visible alcohol containers, any signs of a
party including excessively loud music, cars in the driveway or on the road, loud
and boisterous behavior from people on scene.

2.

Attempt to contact the subjects. Make note of any plain view observations, such as
alcohol containers, empty beer cases, etc.

3.

If the subjects are in a residence:
a.

Make note of any plain view observations.

b.

If reasonable suspicion/probable cause exists, request consent to enter the
residence.
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c.

If consent is not granted, do not enter based on probable cause and plain
view observations. Determine if there are circumstances that allow entry
without a warrant (exigent circumstances, emergency exception, etc.).

d.

If entry is denied and no search warrant exceptions exist, contact the shift
supervisor for authorization to obtain a search warrant if there is evidence
that a MIP party is occurring.

Additional Responsibilities. Sworn personnel shall:
a.

Determine which subjects at the scene have consumed alcohol.

b.

Check each subject’s mouth for foreign objects and observe them for
fifteen minutes if they have consented to take a PBT.

c.

Follow the steps set forth in B.4. for citing suspects.

d.

NOT cite the subject if he/she is under the age of 18 and they have two or

e.

If time does not permit, obtain all information from the subjects (I.D., PBT
result, time, etc.) for issuance at a later time.

f.

Issue a citation for minor in attendance if the subject is at the party but has
not been consuming [EGR 9.56Q].

g.

Notify a parent or legal guardian of the situation and release the individual
to their care when the investigation is complete if a subject is under the
age of 18.

more convictions as they will need a petition to juvenile court.

Documentation. Sworn personnel shall:
a.

Complete an incident report, including any digital evidence photos and
parent/legal guardian information; and

b.

Save any in-car video footage as evidence.

D.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY. Rescinds: Patrol Manual – MIP of Alcohol & MIP Party
Adopted:
4.16.12
Revised: 6.25.18, 12.10.18, 10.13.21
By order of:

Mark A. Herald, Director of Public Safety
East Grand Rapids Department of Public Safety
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A.

PURPOSE. To establish guidelines and procedures for missing and unidentified persons
investigations.

B.

POLICY. Members of the East Grand Rapids Department of Public Safety shall:

C.

•

Make every attempt, within the law, to locate missing persons.

•

Take report(s) of a missing person as a very serious situation, especially when the
person is a juvenile, vulnerable adult and/or foul play is suspected.

•

Immediately take an incident report - there is NO waiting period – unless
extenuating circumstances exist.

DEFINITIONS
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Acquaintance Kidnapping. A child taken against his/her will by a friend/associate/
colleague of the child or the child’s family.
Endangered Missing Person. A person is described as "endangered" when whereabouts
are not currently known, and the circumstances indicate that the missing person may be at
risk of bodily injury or death.
Missing Child. Any person under the age of 21 whose whereabouts is reported as
unknown.
Stranger Kidnapping. A child taken against his/her will by an unfamiliar person.
Unidentified Child. A minor child who is located and is unable to identify themselves;
and who for any reason is separated from and unable to identify their parent/guardian.
Unidentified Adult. An adult who is unable to identify themselves or their caretakers and
because of physical/mental health impairment need assistance.
D.

MISSING PERSONS & RUNAWAYS - INVESTIGATIVE RESPONSIBILITIES.
Sworn personnel shall:
1.

Respond to the scene and have the complainant complete a “Missing Person
Report Form.” Any other helpful information, not included on the form, should
be noted, and added to the report.

2.

Ask for a recent picture of the missing person and attach it to the report.

3.

Obtain an initial description of the missing individual that includes:

4.

a.

Date of birth, race, sex, eye color, hair color/length;

b.

Height and weight, any distinguishing scars, marks, tattoos;

c.

Clothing description, glasses, hat, etc.;

d.

Last known method of travel;

e.

Any known medical problems/medications; and

f.

Any possible destinations and amount of money available to the person.

Ask the complainant to contact friends/relatives of the missing person for any
information regarding their whereabouts if they have not already done so. Obtain
telephone numbers and addresses for friends/relatives if available.
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5.

Obtain a cellular telephone/computer with a telephone number if available. (Both
might be able to be tracked.)

6.

After conducting a preliminary investigation, have the complainant sign the
“Missing Person Form,” front and back (per LEIN requirements), and enter the
missing person into LEIN. All persons shall be immediately entered into LEIN
by the investigating agency even if they are voluntarily missing. Missing
persons under the age of 21 do not require a signature on the “Missing Persons
Form” prior to LEIN entry.
NOTE: Federal law (Suzanne’s Law) mandates entry of all missing persons under
the age of 21 into LEIN/NCIC within two hours of taking the report once the
agency has the minimum information required to make the entry.

7.

Contact a supervisor after obtaining initial information to determine a search plan.
If circumstances indicate the person is potentially in imminent danger, the
supervisor shall invoke immediate interagency and intra-agency assistance.

8.

Interagency and intra-agency assistance would start by calling Kent County
Dispatch and requesting additional resources, such as:

9.

10.

a.

All personnel from the station.

b.

Grand Rapids PD units.

c.

Kent County Sheriff’s Department units.

d.

K-9 units, police or private.

e.

Other resources available through Dispatch. (Search teams, dive teams,
etc.)

Obtain information as to the circumstances surrounding the incident such as:
a.

Is foul play possible?

b.

Is the person missing voluntarily?

c.

Where and when was the person last seen?

d.

Does the person have any physical and/or mental disabilities or
addictions?

e.

Who was the person last seen with?

Advise the complainant to contact our Department if the missing person returns.
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11.

If the missing person returns, officer(s) must respond to the address to verify the
return and status of the individual reported missing.

12.

Take the missing person out of LEIN upon verification of their return.

HIGH RISK/ENDANGERED MISSING PERSONS. Sworn members shall:
1.

If the reporting officer, get a description of the missing person.

2.

Ensure case follow-up by the Department as quickly as possible so locating the
person is more efficiently accomplished, including immediate actions by the
original reporting officer and the detective assigned to the case.

3.

Make LEIN entries as soon as possible.

4.

Put out an area broadcast via radio and the LEIN system advising:
a.

There is a critical missing person from our jurisdiction; and

b.

The specific criticality.

5.

If the missing person is not immediately found, contact the local FBI office as
soon as possible for further assistance with the investigation and search.

6.

If the missing meets the criteria, consider an “Amber Alert” or “A Child Is
Missing” activation.

DISSEMINATION OF INFORMATION. Sworn members shall:
1.

If taking the report, give the Kent County Sheriff’s Department dispatch center a
detailed description of the missing person. KCSD Dispatch center personnel will
put out an area broadcast on the missing person.

2.

If the incident is during normal business hours, notify the detective for assistance
in the investigation if the case involves an endangered missing person.

3.

Notify the Director of Public Safety, the captain, the detective sergeant, and
sergeants if the incident is during normal business hours if the case involves an
endangered missing person.

4.

If other than normal business hours, notify on-duty sergeant(s) and the captain
and give a full briefing on the situation. If the case involves an endangered
missing person, the captain will determine if the detective will be called.

JUVENILES/ LOST CHILDREN/SENIOR OR VULNERABLE ADULT
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2.

3.
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Juveniles. Sworn members shall:
a.

Take an incident report for missing juveniles.

b.

Where foul play is suspected, follow-up the missing juvenile report in the
same manner as an adult missing person involving foul play.

Lost children. Sworn members shall:
a.

If assigned to patrol duties, be immediately notified of the existence of
a missing juvenile.

b.

Respond and obtain as much information about the lost child as possible.

c.

Notify the on-duty sergeant/staff sergeant. The on-duty supervisor shall
notify the Director or captain if the incident occurs during the night, on a
weekend, or on a holiday, and an “Amber Alert” or “A Child Is Missing”
notification occurred. The on-duty supervisor(s) shall respond to the
location and determine:
1)

Manpower - How many officers to use in the search and if
additional officers need to be called in.

2)

Whether or not to use a tracking dog.

3)

What other resources are available that may assist in the location
of the lost child.

4)

The information obtained by the first responders is appropriately
disseminated to others involved in the search.

5)

Personnel involved use an organized, coordinated search to look
for the lost child.

Senior or vulnerable adult
a.

The Mozelle Senior or Vulnerable Adult Medical Act established by Act
176 of 2012 provides for public broadcasting of information regarding
missing seniors and vulnerable adults.

b.

Missing senior or vulnerable adult means:
1)

A person at least 60 years of age believed to be incapable of
returning to his or her residence without assistance and is reported
missing by a person familiar with that individual.

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Missing & Unidentified Persons

H.
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2)

A vulnerable adult, as that term is defined in the Michigan Penal
Code, 1931 PA 328, MCL 750.145m, who is reported missing by a
person familiar with that individual.

3)

A person who is missing and suffering from senility or a physical
or mental condition that subjects the person or others to personal
and immediate danger.

AMBER ALERTS
1.

A sworn member shall initiate an Amber Alert when actively investigating a case
where a child less than 17 years of age is a victim of abduction or is missing and
considered at imminent risk of great bodily harm or death. One of the following
criteria must be present for issuance of a valid Amber Alert by the Michigan State
Police. The child:
a.

Suffers from a severe mental or physical disability that greatly impairs the
child’s ability to care for him or herself.

b.

Is a victim of stranger or acquaintance kidnapping.

c.

Is in the company of a person who has a confirmed criminal history of
child abuse/neglect, sexual assault, domestic assault, or a crime involving
the victimization of children, or has made statements of intent to harm the
missing child or is suicidal.

d.

Was abducted by a non-custodial parent whose parental rights were
terminated by a court.

NOTE: An Amber alert cannot be activated for a runaway child or a child who is a
victim of a parental abduction involved in a civil dispute.
Website:

amberalertmichigan.org/Home/Links

http://www.michigan.gov/msp/0,4643,7-123-1878_77949---,00.html
2.

Specific responsibilities
a.

The responding officer to a scene of a possible child abduction shall:
1)

Conduct an initial scene assessment to determine if the Amber
Alert criteria are met.

2)

Verify witnesses’ observations to the abduction if available.
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3)

Verify with the witnesses the actual time of the child’s abduction.

4)

Verify with the child’s parents/guardians of any severe mental or
physical disability.

5)

Obtain a current photo of the missing child.

6)

Notify a supervisor of the request to initiate an Amber Alert
Activation.

7)

Notify Kent County Dispatch of all current information for
broadcast.

8)

Remain at the scene to gather further information regarding the
Amber Alert.

The supervisor shall:
1)

Gather all pertinent information from the responding officer to
ensure an Amber Alert is warranted.

2)

Obtain the Amber Alert Activation Manual and complete the steps
to notify the Michigan State Police of the alert.

3)

Ensure all proper resources are available to the responding officer
and other patrol units.

4)

Notify the Director of Public Safety an Amber Alert was
requested.

5)

Notify the Michigan State Police with any updated information
when necessary.

The call taker shall:
1)

Obtain as much information as possible to pass on to the initial
officers.

2)

Dispatch the call.

3)

Send out LEIN messages

4)

Coordinate calling in additional resources as requested, i.e.:
a)

Additional department personnel
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d.

I.

b)

Mutual aid from other agencies

c)

Search groups

d)

K-9s

e)

Contact cellular phone companies for pings

f)

Designate a frequency for searchers

9-49.8

The investigator shall:
1)

Gather all pertinent information for the sergeant or officer on the
scene.

2)

Assist in the initial investigation of the missing child.

3)

Take the investigation over if it is an extended incident.

4)

Ensure follow-up is completed with CPS or the medical examiner.

5)

Remain in regular contact with the family.

6)

Work with other jurisdictions in investigating tips.

7)

Follow-up on tips and information.

A CHILD IS MISSING PROGRAM (ACIM)
1.

2.

When the missing child incident does not meet the criteria for an Amber Alert, the
responding officer shall utilize the ACIM program. ACIM handles the following
types of cases:
a.

All missing children;

b.

Missing elderly (often with Alzheimer’s); or

c.

Missing mentally/physically challenged adults.

ACIM contact information:
Phone:

(954)-763-1288

Pager:

(954)-492-4778

Toll Free:

(888)-875-2246
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3.

Specific responsibilities
a.

b.

J.

The responding officer shall:
1)

Determine that the incident does not require the use of an Amber
Alert.

2)

Gather all appropriate information regarding the missing
individual.

3)

Obtain a current photo of the missing person.

4)

Notify a supervisor of the request to contact ACIM.

5)

Notify Kent County Dispatch of all current information for a
broadcast.

The supervisor shall:
1)

Gather all pertinent information from the responding officer.

2)

Contact “A Child Is Missing” and relay information.

3)

Provide ACIM with a contact number to provide to witnesses to
call with information.

4)

Advise Kent County Dispatch of ACIM utilization as they may
receive calls related to the information broadcast.

5)

Become the contact person for all citizen information relayed and
disseminate new information to road officers.

6)

If the missing person is found, confirm their return by physically
speaking with them and contact ACIM to report this. ACIM will
fax a report follow up form to be completed by supervisor.

SEARCH/INVESTIGATION
1.

9-49.9

Initial search activities may include, but not be limited to:
a.

Contacting relatives;

b.

Contacting employers;

c.

Contacting schools;
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2.

K.

d.

Contacting associates/friends;

e.

Residential property searches; and/or

f.

Checking places, the missing person frequents.

9-49.10

Extended search times (over 30 days)
a.

Obtain DNA;

b.

Obtain dental records; and

c.

Enter the DNA and dental records into NamUS (https://namus.gov/)

d.

Contact hospitals and the medical examiner’s office as appropriate, for
injured or deceased persons fitting the description of the missing person.

e.

Maintain routine ongoing contact with the missing person’s closest
relative concerning the status of the case and any progress made by
investigators.

UNIDENTIFIED CHILD/ADULT. Sworn members shall:
1.

Upon report of an unidentified child/adult, immediately open an investigation.

2.

Make personal contact with the complainant and the unidentified child/adult to
determine a course of action.

3.

If the initial investigation determines that the individual is unidentifiable, and
there is no indication as to the individual’s identity or residence, the investigating
officer will:
a.

Ensure immediate medical attention if needed;

b.

Immediately notify the sergeant/staff sergeant;

c.

Ensure the person is entered into NCIC/LEIN;

d.

Contact one of the following, through Kent County Dispatch, to assume
custody based on the situation:
1)

If alive:
a)

Child Protective Services
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Adult Protective Services

If deceased:
a)

The medical examiner who should:
(1)

Fingerprint the body;

(2)

Run dental records on the body; and

(3)

Obtain a DNA sample from the body.

e.

Send a message to local departments to identify the subject; and

f.

Contact local media outlets for assistance in getting the persons picture in
the media to assist with identification.

L.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

M.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

N.
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A.

PURPOSE. To set forth standard guidelines for sworn members to follow in incidents when
a person suspected of OWI.

B.

OPERATING WHILE INTOXICATED. Charge codes:
1.

Operating While Intoxicated, 1st Offense – misdemeanor – EGR.625(1)

2.

Operating While Intoxicated, 2nd Offense – misdemeanor – 257.625

3.

Operating While Intoxicated, 3rd Offense – felony – 257.625

4.

Operating While Intoxicated, High BAC – 257.625(1)(c)

5.

Operating While Intoxicated, Controlled Substance Schedule 1– EGR.625(8)

6.

Zero Tolerance – misdemeanor – EGR.625(6)

7.

PBT Refusal – civil infraction – EGR.9.56D(2)

8.

Open Intoxicants – misdemeanor – EGR.624a

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Operating While Intoxicated / Operating Under the Influence of Drugs
C.
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INVESTIGATION
1.

2.

Initial contact with suspected intoxicated drivers. Sworn members shall:
a.

Make a traffic stop based on a violation or reasonable suspicion (e.g.,
crossing the center line, taking wide turns, hitting the curb, etc.) and
advise dispatch of the location, and request another unit to respond.

b.

After initial contact, note any indicators the driver has consumed alcohol.
Signs of intoxication can include:
1)

Blood vessel dilation (e.g., bloodshot eyes that appear watery, a
flushed face, excess perspiration);

2)

Slurred speech, repeating phrases, or words unnecessarily;

3)

Lethargic (slow/tired) or excessively clumsy body movements;

4)

Disheveled appearance (e.g., shirt un-tucked, pants unzipped);

5)

Strong odor of intoxicants coming from the interior of the vehicle,
or on the subject’s breath; and/or

6)

An urgent need to urinate.

Suggested investigation techniques. Sworn members shall:
a.

When requesting identification and vehicle information, attempt to “make
the driver think” as intoxicated subjects have difficulty multi-tasking.

b.

Ask for the driver’s identification and as the driver is removing it from
their wallet or purse, request the vehicle’s registration and proof of
insurance. Many times, you’ll note that the driver cannot do both tasks
adequately (i.e., they drop things, or can’t remember what they need to get
next).

c.

Question the driver by asking:
1)

How much alcohol have you consumed and what type?

2)

How long ago was your last drink, and where were you drinking?

3)

Do you take any medications or have any medical conditions such
as diabetes?
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3.

9-52.3

If a suspect has diabetes, they cannot consent to a chemical
breath test. Obtain a search warrant and conduct a blood
draw.

Field sobriety tasks. Sworn members shall:
a.

Use the following three standardized field sobriety tasks (SFSTS):
1)

Horizontal Gaze Nystagmus (HGN);

2)

One leg stand; and

3)

Walk and turn.

b.

Instruct the subject to exit the vehicle and advise him/her that you want
him/her to perform a series of tasks. Then request their consent to
continue.

c.

Find a secure area, such as a sidewalk, or the area between the cruiser and
the subject’s vehicle. Do your best to ensure the:

d.

e.

1)

Area is well lit. If it is dark, light the area with the cruiser’s
spotlight.

2)

Area is level to perform sobriety tasks.

3)

In-car video camera is adjusted to record the subject performing
the sobriety tasks.

Ask the subject if he/she:
1)

Can count to thirty; and

2)

Has any medical conditions that would prevent or hinder them
from physical activities such as walking or standing on one leg for
a short amount of time.

If the subject claims to have an injury or a condition preventing them from
certain physical activities, have two or three additional sobriety tasks in
mind for them to complete. These can include:
1)

Reciting the alphabet, starting at one random letter, and ending at
another random letter.
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2)

Picking a number between a set of two numbers with only one
possible number for an answer, such as “pick a number between
thirty-four and thirty-two.”

3)

Tilting the head back while standing, closing their eyes, and
attempting to touch the tip of their nose with their index fingers,
responding with whichever hand the officer indicates they should
use.

Standardized field sobriety testing. Sworn members shall utilize standardized field
sobriety tasks, if possible, as they are scientifically proven to indicate higher-thanlegal amounts of a central nervous system depressant in a subject’s system.
Alcohol is a widely used central nervous system depressant. Standardized field
sobriety tasks include horizontal gaze nystagmus (HGN), walk-and-turn, and the
one-leg-stand (OLS).
a.

Horizontal gaze nystagmus (6 clues total, 4 required to fail). Sworn
members shall:
1)

Instruct the subject to a position in which you are slightly elevated
from them. Have him/her sit on the front push-bar of a cruiser if
needed.

2)

Advise the subject that you will check his/her eyes and ask if
he/she is wearing hard contacts. If he/she is, consider having
him/her remove the lenses, as this task may accidentally cause
them to pop out. If an individual is wearing glasses, have him/her
remove the eyewear, unless their eyesight is so poor as to limit
their visibility of an object 12” away from their face.

3)

Instruct the subject to focus their eyes on the tip of a pen held in
front and slightly elevated from their face approximately 12” - 15.”
Ask if the subject can see the object clearly.

4)

Instruct the subject to follow the pen’s movement with their eyes
only, without moving their head. Make sure he/she understands the
instructions.

5)

Perform each segment of this task at least twice, moving the pen
left to right, and then right to left, checking reaction for each eye.
Do not move the pen so fast as to make it difficult for the average
person to follow its movement, and the slower the pen moves, the
more likely you’ll notice nystagmus if it’s present. Sworn members
shall check for:
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9-52.5

a)

Lack of smooth pursuit of the eyes. The eyes should move
smoothly from left to right and back again with no jerking.

b)

Nystagmus at maximum deviation – moving the pen as far
to the left and right as the subject’s visual field will
accommodate and holding that position for 3-5 seconds.

c)

Nystagmus prior to 45 degrees – stopping the pen’s
movement when the subject’s iris reaches the outermost
corner of their eye. The pen will be approximately even
with the subject’s shoulder.

d)

Nystagmus on the vertical. Although not counted as a clue,
the presence of nystagmus in this position could indicate
either an extremely high level of alcohol in the system, or
possibly narcotics.

Note the results of the tasks for the incident report.

Walk-and-turn (8 clues total, 2 required to fail). This task consists of two
phases – observation and execution. Sworn members shall:
1)

During the observation phase, instruct the subject to place one foot
directly in front of the other, heel-to-toe, and to keep his/her hands
down at their sides. Instruct the subject to maintain this position
while you instruct and demonstrate the task for them.

2)

Instruct the subject to take nine heel-to-toe steps down an
imaginary line, counting aloud. When they reach the ninth step,
instruct them to keep that foot planted and take a series of small
steps, pivot around and take nine heel-to-toe steps back to the
beginning. Advise the subject to keep their hands at their sides and
count out loud. Sworn members shall:

3)

a)

Demonstrate this task to the subject and advise him/her that
once he/she begins he/she should complete the task without
stopping.

b)

Ask if the subject understands the instructions. If he/she
does not, repeat them.

During the execution phase, have the subject perform the task,
noting the results for the incident report. Clues to look for include
the subject:
a)

Losing balance during the instruction phase;
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c.

b)

Using their hands or arms to maintain their balance;

c)

Starting the task too soon;

d)

Taking an incorrect number of steps;

e)

Turning improperly;

f)

Stepping “off” the line;

g)

Not walking heel-to-toe, and/or

h)

Stopping before finishing the task.

One-leg-stand (4 clues total, 2 required to fail). This task consists of two
phases – observation, and execution. Sworn member shall:
1)

During the observation phase, instruct the subject to stand with
his/her feet together and his/her hands at their sides. Instruct
him/her to maintain this position while you instruct and
demonstrate the task for him/her.

2)

Instruct the subject to:
a)

Lift whichever foot they prefer off the ground
approximately six inches, point their toe towards the
ground, and count aloud one-one-thousand, two-onethousand, three-one-thousand, and so on and so forth until
instructed to stop; and

b)

Watch their toe and keep their hands down at their sides
during this phase of the task.

3)

Demonstrate the task for the subject and advise him/her that once
he/she begins the task they should complete it.

4)

Have the subject perform the task for thirty seconds, taking note of
the results.
a)

5.

9-52.6

Document things such as the subject hopping, swaying,
putting their foot down, or using their arms to maintain
their balance.

Preliminary breath test. Sworn members shall:
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a.

Read the subject their PBT Rights and request the driver take a PBT.

b.

If they agree, check the subject’s mouth for foreign objects to ensure
he/she:

c.

d.

6.

D.

9-52.7

1)

Is not bleeding from the mouth; and

2)

Does not have any piercing in their mouth.

Observe the subject for 15 minutes prior to administering the PBT.
Officers shall:
1)

Not allow them to put anything in their mouth.

2)

If the subject burps or hiccups, re-start the observation period and
advise him/her not to do so again. If they continue to do so, cite
them for PBT refusal.

Administer the PBT and document the results, as well as which PBT was
used for the test. Officers shall:
1)

If the results show a reading over .08% BAC, arrest the driver for
OWI regardless of their age.

2)

If the driver is less than twenty-one-years-old, and the result shows
a reading of over .02% BAC, but less than .07% BAC, arrest the
driver for “Zero Tolerance.”

e.

If he/she refuses, issue the driver a civil infraction for PBT refusal.

f.

If probable cause exists, arrest the subject for operating while intoxicated.

Operating under the influence of schedule 1 drug
a.

A PBT will not read the level of a schedule 1 drug.

b.

If the officer has probable cause to believe the driver had used a schedule
1 drug, including marijuana, arrest the subject for operating while
intoxicated.

ARREST PROCEDURE. Sworn members shall:
1.

Conduct LEIN checks and:
a.

Have Dispatch run a Class I and a Class II through LEIN to determine if
the suspect has any prior alcohol violations.
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b.

2.

3.
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Charge the suspect based on the LEIN information. If the suspect has any
prior convictions on file, request Dispatch to also run a CCH. Charges are
as follows:
1)

OWI 1st offense if no prior convictions

2)

OWI HIGH BAC if BAC is over .17% and no prior convictions

3)

OWI 2nd offense if one prior conviction within the last seven years

4)

OWI 3rd offense if two or more convictions on record at any time

Review the Class 1 for plate confiscation information. If the driver has 001 or
more prior alcohol violations [625] or murder, manslaughter, or negligent
homicide with a motor vehicle, confiscate the plate and issue a paper plate.
Officers shall:
a.

Refer to the Manual of Policy & Procedure Section 14-13: Vehicle
Impounds of this manual in regard to the suspect vehicle’s disposition.

b.

Conduct a search of the vehicle if based on probable cause and exigent
circumstances to identify additional elements of the crime (e.g. evidence
such as alcohol, drugs, etc.). If any contraband is found (i.e. open alcohol
containers, drugs, etc.), refer to Manual of Policy & Procedure Section 147: Property & Evidence Management of this manual regarding its
confiscation and/or disposition. If there are any unopened alcohol
containers in the vehicle, photograph them and leave them with the
vehicle.

Chemical test rights & test procedure. Sworn members shall:
a.

Read the suspect the “Chemical Test Rights” verbatim from the back of
the pink “DI-177” form. Request that the suspect take a chemical test of
your choosing. Note the suspect’s exact answer as well as the time the test
rights were read for the incident report. Officers shall:
1)

Observe the suspect for 15 minutes prior to administering the
Datamaster breath test. By law, the suspect MUST be observed –
DO NOT take your attention away during this observation period.

2)

Administer the breath test, and request the suspect give two
samples. Keep in mind that they are only required by law to give
one sample.

3)

Print out the Datamaster ticket and:
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b.

c.

4.

a)

Sign the bottom and note the time the observation period
began; and

b)

Ensure the suspect receives his/her copy of the Datamaster
ticket.

Fill out the “DI-177” form in its entirety. Confiscate the suspect’s
operator’s license and give them the last page of the “DI-177”
form – this will be their temporary operator’s license.

If the driver refuses the chemical test, fill out the white “DI-93” form
instead of the pink “DI-177” form. Note the suspect’s refusal and the time
of the refusal for the incident report. Officers shall:
1)

Advise the suspect that his/her operator’s license will be
automatically suspended, and he/she will automatically receive 6
points to their operator’s license.

2)

Confiscate the suspect’s operator’s license and issue him/her the
first two copies of the “DI-93” form.

3)

Fill out the “Affidavit” form for a search warrant to draw blood.
Then contact the on-call magistrate or judge and read them the
affidavit, then fax it to them to sign and return.

Ensure a search warrant is issued for any blood draw, whether the result of
a refusal or voluntary, as it is required by the Kent County Correctional
Facility.
1)

d.

9-52.9

If blood is to be voluntarily drawn, complete the “DI-177” form
and give the suspect their copy. DO NOT issue the refusal form –
only issue the refusal form if the suspect refuses to take a chemical
test.

Allow suspects the option of having their own chemical test performed, at
their own expense. If a suspect wishes to get their own breath sample
taken, the test must be administered by a certified Datamaster operator. A
blood sample or a urine sample must be collected by a credited medical
facility. If requested, the samples must be taken within 2 ¾ hours after the
chemical test rights were read.

Blood draws. Per Department policy, blood draws must be done at the Kent
County Correctional Facility, if at all possible. Sworn members shall:
a.

Fill out the triplicate form included in the Michigan State Police blood
collection kit. If you have reason to believe there may be suspected drugs
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in the suspect’s system, make sure to mark the box to check for drugs as
well as alcohol.

5.

6.

b.

Witness the blood draw, and have the medical personnel completing the
blood draw sign the appropriate area on the form as well as the labels on
the blood kit tubes.

c.

Place all pertinent samples and forms in the blood kit box and seal the kit
in the presence of the medical personnel who performed the blood draw.
Make sure to take note of the name and job title of the person who
performed the blood draw, as he/she may need to be subpoenaed at a later
date.

d.

Place blood kits into evidence lockers for security until the mailing
process can take place.

e.

Complete the property section in the TIMS report and indicate which
locker the kit is in.

Post arrest interview. Sworn members shall:
a.

After the chemical test but prior to lodging the suspect, complete the OWI
interview sheet located in the OWI packet.

b.

Read the suspect the “Miranda Warning” located on the interview sheet.
If the suspect agrees to answer questions, complete the questions on the
interview sheet. If the suspect invokes their right to remain silent, stop all
questioning.

c.

Include the results of your interview in the body of your police report.
Turn in the completed OWI worksheet with the other OWI related forms
in the OWI packet.

Lodging. Suspects will be lodged at the Kent County Correctional Facility
following the chemical testing. Bond is set as follows:
a.

OWI 1st offense – misdemeanor, $100 cash/surety. Issue the suspect the
misdemeanor copy of a citation, as well as the civil infraction copy if
applicable, and set a court date for 1:30 pm on the assigned day from the
court calendar. Advise the suspect of their hearing date.

b.

OWI 2nd offense – misdemeanor, $500 cash/surety. No citation (except
for any civil infraction that may have been committed).

c.

OWI 3rd offense – felony, no bond, no citation (except for any civil
infraction that may have been committed).
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OWI HIGH BAC- misdemeanor, $500 cash/surety. No citation (except
for any civil infraction that may have been committed).

DOCUMENTATION. Sworn members shall:
1.

Complete an incident report for each OWI arrest. If an OWI investigation does
not end in an arrest, the investigation itself must be documented and:
a.

Include a timetable stating the time of the initial contact with the suspect,
time the field sobriety tasks were initiated, time the PBT test rights were
read and the PBT was given, which PBT was used, time of arrest, and time
of the Chemical Test.

b.

Describe the sobriety tasks performed, and the suspect’s results.

2.

Fill out a warrant request if the suspect was arrested for his/her 2nd offense. If the
suspect was arrested for his/her 3rd or higher offense, include an affidavit of
probable cause with the warrant request.

3.

Include any LEIN paperwork with the report, as well as the offender’s confiscated
driver’s license.

4.

Include the agency copies of the “DI-177” and blood draw form. Also include the
OWI interview sheet.

5.

Save any incident related pictures in the “F” drive prior to attaching them to the
report in TIMS. This is located at F: drive; P_Safety; Pictures (TIMS).

F.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

G.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

H.
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A.

PURPOSE. To set forth the procedure for advising and serving subjects with Personal
Protection Orders (PPOs).

B.

PERSONAL PROTECTION ORDER SERVICE – SPECIFIC RESPONSIBILITIES
1.

Verbally serving PPOs. Sworn members shall:
a.

b.

Advise the subject a “Personal Protection Order” was issued against them,
then:
1)

Read the order in its entirety verbatim to the subject; and

2)

If necessary, have the dispatch LEIN operator read the order to the
subject either via the radio or by telephone.

Fill out the “Proof of Service / Personal Protection Order” form, then:
1)

Have the subject sign the form.

2)

If the subject refuses to sign the form, it is the officer’s
responsibility to swear under oath to a notary that the subject was
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served. This does not have to be done immediately but should be
taken care of as soon as possible.

2.
C.

c.

Establish a complaint number and complete an incident report.

d.

Advise LEIN that the subject was served.

e.

Always keep PPO forms in their briefcase as contact will likely occur on
traffic stops.

f.

Scan all signed forms into the TIMS incident report.

Public safety clerical staff shall then send the form to the court of jurisdiction.

OBTAINING A PERSONAL PROTECTION ORDER
1.

A personal protection order, sometimes referred to as a PPO, is an order
protecting a person from harassment, assault or stalking from another person in
which there has been a domestic relationship between parties. This may also
include protection against stalking as defined under MCLA 740.41H&I.

2.

PPO’s can be obtained from:
17th Circuit Court
180 Ottawa Ave NW
Grand Rapids, MI
616.632.5067 (The walk-in hours are from 8:30 a.m. - 4:45 p.m.)

D.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY
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A.

PURPOSE. To provide Department personnel guidelines for conducting effective
preliminary criminal investigations.

B.

CONSIDERATIONS. This policy:
1.

Does not cover every conceivable type of preliminary investigation, but provides
a format for increasing the likelihood of achieving investigative objectives such
as:
a.

Crime identification.

b.

Crime solution with apprehension; and

c.

Successful prosecution of the criminal.
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2.

Describes the process and provides guidance in selecting appropriate investigative
procedures.

3.

Also assigns the patrol officer to the role of "investigator" as opposed to just being a
"report taker." Investigations are most effective when the preliminary investigator
(most often the patrol officer) views the work as a process rather than as a series of
simple mechanical tasks.

OBJECTIVES OF A PRELIMINARY INVESTIGATION
1.

2.

The primary objectives of the preliminary investigation are to:
a.

Determine who committed the crime.

b.

Apprehend the perpetrator(s).

c.

Ensure the preliminary investigator collects evidence, which supports the
facts of the crime, the identification of the person responsible for the crime,
and the arrest and subsequent conviction of the criminal.

Investigative checklists. Sworn members shall use investigative checklists:
a.

To ensure critical areas of an investigation are not overlooked; and

b.

As an investigative aid when conducting a preliminary investigation.
Checklists available for officer use are:
•

Child Death/SIDS Investigation

•

Crime Scene Log

•

Death Investigation

•

Drowning Death Investigation

•

Electrical Death Investigation

•

Fatal Accident Investigation

•

Homicide Investigation Package (only in supervisors’ vehicles)

•

Motor Vehicle Related Death Investigation

•

Suicide Death Investigation

•

Work Related Death Investigation
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During the primary investigation and submitted with the initial report.
Note: Sergeants shall keep copies of all checklists in their assigned patrol
vehicle.

3.

4.

5.

6.

Investigative framework for a preliminary investigation is based upon the following
major tasks:
a.

Verification that an offense occurred (i.e., establishing the "elements" of the
crime).

b.

Identification of the victim, the location of the crime and the date/time the
crime occurred.

c.

Identification of solvability factors.

d.

Communication of the circumstances of the crime; and

e.

Identification of those investigative tasks completed and of those yet to be
done.

Verification of offense occurrence. The preliminary investigator shall:
a.

Respond to the scene.

b.

Document that a crime has happened.

c.

Identify and assist the victim; and

d.

Determine when and where the crime occurred.

Responding to the call. The preliminary investigator shall:
a.

Make a quick visual survey of the scene.

b.

Determine if the scene is safe.

c.

Determine if anyone is injured.

d.

Determine who is present.

e.

Ascertain location of objects; and

f.

Identify witnesses.

Document the occurrence of the crime. Sworn members may use the following
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questions to help determine the crime:

7.

a.

Does the lapse in time between the offense and the notification to the police
seem normal or questionable?

b.

Are their discrepancies in the victim's statement or between statements given
by the victim and witnesses?

c.

Does the physical evidence available support the facts of the crime, as stated
by the victim?

Identify the victim and assist. Sworn members shall:
a.

Attempt to identify the victim.

b.

Obtain a general description of what happened.

c.

Determine what support services are needed for the:

d.
D.

1)

Victim - Provide 2-1-1 card with name, complaint number
and the date.

2)

For investigation.

Develop a rapport with victim.

IDENTIFICATION OF SOLVABILITY FACTORS. A solvability factor is information
about a crime, which can provide the basis for determining who committed the crime. More
simply stated a solvability factor is a lead, a clue, as to whom the culprit is.
1.

Solvability factors. (Note: It is the preliminary investigators job to determine
which exist.)
a.

Latent fingerprints are obtained, and the prints potentially are identifiable.

b.

Physical evidence such as shoe prints, tool marks, and tire marks of a
quality sufficient for lab analysis.

c.

A suspect was seen, named, described, can be identified, or a composite
was developed.

d.

A detailed vehicle description or license number was obtained.

e.

Stolen property has a unique description, or is traceable by serial number
or other means, or is of a significant value.

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Preliminary Investigations

2.

E.

9-58.5

f.

Two or more cases are related to the case being investigated.

g.

A significant or unique MO is identified.

h.

Other factors exist which increase the probability of solving the case.

Utilization of individual solvability factors. Sworn members shall attempt to:
a.

Identify witnesses; and

b.

Determine modus operandi.

IDENTIFICATION OF WITNESSES. Sworn members shall:
1.

2.

Locate witnesses and identify those:
a.

Present when the crime occurred.

b.

That may have been in the area when the crime occurred; and

c.

That can identify others who may be witnesses

Attempt to locate witnesses:
a.

b.

3.

At the scene of the crime and determine who:
1)

Is on scene now; and

2)

Was on scene prior to investigators arrival.

By neighborhood canvass. Sworn members shall:
1)

Canvass the area; and

2)

Identify all witnesses.

c.

Ask witnesses who else may have seen the crime.

d.

Leave a business card with the complaint number, date, and your name.

Obtain witness(s):
a.

Names.
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b.

Addresses; and

c.

Telephone numbers.
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Ensure all witnesses were located or actively sought by asking the following,
have:
a.

All people present, during the occurrence of the crime, been identified and
questioned?

b.

Locations, which provide a plain view of the crime scene or its access and
egress, been thoroughly searched for witnesses?

c.

Serious attempts been made to identify others who may have been in the
vicinity of the crime at the time of occurrence?

Conduct a crime scene search and:
a.

Protect the crime scene.

b.

Locate entry and exit points if applicable.

c.

Photograph the scene.

d.

Contact Grand Rapids IBO (first) then Kent County SSU to process the
crime scene. An evidence technician from another agency (i.e., MSP,
Wyoming, Kentwood, etc.) may be called with approval from the on-duty
supervisor.

e.

Identify items stolen or out of place; and

f.

Facilitate collection and preservation of evidence.

PROPERTY IDENTIFICATION. Property descriptions should be considered as much more
than make, model and serial number. Damage to items (e.g., scratches, dents, missing parts,
repair tags) further pinpoint identification. Sworn members may ask certain questions to
help jog a victim's memory, such as:
1.

Are there any dents, scratches, marks, or pieces missing?

2.

Has it been to a repair person?

3.

Do you still have the bill of sale, which may list the serial number? Or, an owner's
manual, which may picture the item?
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4.

Do you have a photograph, which may show the item?

5.

Would anybody else in the family be able to identify it or better describe it?

6.

Has your property been marked with any personal identification number? If so,
what was the number and where was it marked?

Note: When leaving your card, remind the victim(s) to call the department with additional
property description information. It may be necessary for the investigator to make a followup call to the victim to obtain further descriptive information on property stolen.
G.

IDENTIFYING SUSPECTS. The objective of identifying suspects is to determine who
the criminal is and to locate him/her. Sworn members shall:
1.

Identify witnesses.

2.

Document if witness can identify the suspect.

3.

Consider using the following methods for eliciting information from witnesses and
victims:

4.

5.

a.

Detailed physical description of suspect(s) or property.

b.

Line-up identifications.

c.

Photographic identifications.

d.

Modus Operandi identification; and/or

e.

Computer or forensic artist generated composite.

Utilize one of the following methods to obtain suspect identification information,
if the victim/witness:
a.

Knows the name of the suspect; the investigation can proceed along routine
and direct channels.

b.

Knows where a suspect can be found, even though the name of the suspect
is unknown; there is a good chance that the suspect can be located through
a follow-up investigation.

c.

Saw a suspect but can only identify him/her; a more exact identification is
required.

When only identification is available, use any combination of the following:
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a.

Detailed description, the witness or victim, with help from the
investigator, can usually provide a detailed physical description.

b.

As the witness is providing a description, the investigator should keep
interruptions to a minimum to obtain the complete perception of the victim
or witness before narrowing down information. In questioning witnesses
or victims about suspects, the investigator should provide clarifying
assistance.

c.

Photographic Identification - When photos are used, they should resemble
that of the suspect. Six (6) photos are adequate. The photo lineup shall be
saved. The Detective Bureau is responsible for assembling a photo line-up.

d.

MO date is another way of providing a suspect pool for witness
consideration. Once a pattern of criminal activity is established, the known
criminals utilizing that method of operation become suspects and their
photos can be shown to the victim or witness.

e.

Computer or forensic artist generated composite.

Broadcast:
a.

A name or description of suspect.

b.

Direction of flight, vehicle description, weapon(s) involved and other
instructions as soon as possible.

Use the following questions to help the investigator decide whether a valid
solvability factor exists, if:
a.

A person is named - is the description complete enough so that the person
can be identified?

b.

A description is provided - is it narrow enough to fit a limited number of
people?

c.

The location of the suspect is provided - is the information specific enough
that the follow-up investigation can lead to that suspect? Affirmative
answers to these questions indicate that the investigation has yielded the
necessary information for continued investigative effort.

Note: A solvability factor has been identified - measure of success - if there is
any information provided which may lead to the apprehension of a suspect.
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SUSPECT VEHICLE IDENTIFICATION
1.

General considerations
a.

When a vehicle is used in a crime, it may provide a means of identifying a
suspect.

b.

Some people, when they are suspicious of a vehicle, will note identifying
data. When police obtain this information shortly after the commission of the
crime, the potential for apprehension of the suspect is particularly good.
Frequently, a suspect will be found still in possession of evidence linking
him/her to the crime.

c.

Vehicle identification may be achieved in a variety ways, from:

d.
2.

1)

Witnesses.

2)

Evidence found at the crime scene.

3)

Police reports or accidents, traffic violations, stolen vehicles, etc.; or

4)

Combination of these sources.

Use of a vehicle in the commission of a crime becomes a factor when
witness information or physical evidence shows that a vehicle was present.

Procedure. Sworn members shall:
a.

When the victim and/or witness know that a vehicle was used in a crime,
proceed to obtain straightforward descriptions. The following procedures
are recommended:
1)

Separate the witnesses from one another. This assures the
description obtained from one witness does not influence the
description provided by another.

2)

Identify the type of vehicles (e.g., automobile, bicycle, motorcycle,
etc.).

3)

When possible, obtain the registration plate number and state of
issue.

4)

Determine the year, make, and model and body style of the
vehicle.
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5)

Determine the color or colors.

6)

Identify distinctive markings (signs, decals, bumper stickers,
damage, etc.), which would help pinpoint the vehicle.

7)

Verify the description by comparing it with those provided by the
witnesses, or by assessing the ability of the witness to provide the
identification.

When obtaining suspect vehicle description and a definite model and make,
determine from the witness how he/she knows that information.

Measures of success. A solvability factor has been identified if sufficient
information has been provided about a suspect vehicle so that there is a reasonable
chance it can be identified as the suspect's vehicle. The following questions can
assist the investigator to determine whether a valid solvability factor exists:
a.

If a vehicle were involved, is the description of the vehicle sufficiently
limiting so that the vehicle could be identified if it were found or seen
again?

b.

If a specific vehicle description is known, will it fit only a limited number
of vehicles?

c.

If these questions are answered in the affirmative, a solvability factor has
been identified and continued investigative effort is worthwhile.

IDENTIFYING MODUS OPERANDI
1.

General considerations
a.

b.

Modus operandi is important because it can establish a pattern of activities
between a series of criminal acts. Identification has two objectives, to:
1)

Link this crime with others, thus providing additional useful
investigative information; and

2)

Identify a suspect.

Sworn members shall:
1)

If a weapon was used, obtain a complete description. Some offenders
may be identified this way, while others are identified by the type of
clothing they wear when they commit a crime.

2)

Ask the victim or witness:
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a)

"Did you follow him to the street when he exited? If so, did
you observe any vehicles leaving the scene?

b)

“Did you hear any squealing of tires or an engine starting?"

Determine how the criminal worked. Establishing a modus operandi
is best done after the basic facts about when the crime occurred, who
the criminal was, and the sequence of events have been established.

Procedure. Sworn members shall:
a.

When the basic facts about the crime are established, try to identify
patterns about the criminal's behavior, which are clearly unusual for that
type of crime, e.g., the investigator should consider:
1)

How the entry was made, in a burglary?

2)

What was taken and what was not taken?

3)

How was the victim approached in a robbery or crime of violence?

4)

What time did the crime occur and why was that time selected?

5)

What were the actions of the suspect prior to the robbery? Did he
make a purchase? Was he observed hanging around prior to the
robbery? Was he observed getting out of a vehicle before he
entered the store? Do you remember seeing him in the store before
the robbery? If so, was he alone at the time?

6)

Were there any accomplices?

7)

What exact words were spoken by the suspect?

8)

If the suspect was silent, did he use gestures or a note?

9)

Did the suspect appear calm or excited?

10)

Did he reach for the money? If so, with which hand? Did he
instruct you to reach for the money?

11)

Did he know money was kept in an unusual place?

12)

Did he ask you questions, which indicated he had no prior
knowledge of you or your premises? For example, "What's in the
back room?"
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Indicated actions. There are two primary communication needs when a MO is
identified, the investigator should:
a.

First, initiate a "wanted" broadcast (i.e., “ATL”), or be sure to include in a
wanted broadcast, identification of special equipment used to commit the
crime, or any unusual items taken.

b.

Second, clearly identify the particulars of the indicated MO so that other
investigators will be able to immediately see the link between this crime
and other crimes under investigation.

Measures of success. A MO has been identified if the investigator has indicated
there is something unusual about this crime, which would associate it with other
such crimes. The following questions, if answered positively, indicate that a
modus operandi has, in fact, been identified:
a.

Is the identified method of operation sufficiently distinct so that every
crime of this type would not include this factor?

b.

If another crime of this type had been present, would the investigator feel
comfortable in assuming that the same person committed both crimes?

SIGNIFICANT REASON TO BELIEVE THE CRIME MAY BE SOLVED WITH
REASONABLE ADDITIONAL INVESTIGATION
1.

2.

General considerations
a.

In some cases, the investigator may be unable to identify any single
solvability factor.

b.

Proper identification of the situation requires an ability to analyze and
evaluate a broad range of circumstances, which appear at first to be unrelated
to the case

c.

Based upon the presence or lack of solvability factors, the investigating
officer is the person best equipped to make the decision to suspend the case
or recommend follow-up investigation.

Procedure. Sworn members shall:
a.

Conduct a careful review of the solvability factors.

b.

Consider the impact of this crime on the neighborhood when the crime
occurred.

c.

Consider the satisfaction of the victim or other interested party.
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Ensure proper communication is successfully utilized as it may be key for
identifying and understanding any solvability factor.

Measures of success. The preliminary investigator has successfully identified this
solvability factor when:
a.

Other solvability factors were not clearly established.

b.

The relationships have been logically linked.

c.

Conclusions are factually supported; and

d.

Communication has been effectively accomplished.

Note: When these four conditions exist, the solvability factor has been properly
identified and continued investigation is justified.
K.

COMMUNICATIONS & DECISION MAKING
1.

2.

L.

If the case is not closed immediately by arrest, the work of the preliminary
investigator concludes when a decision is made to continue or halt the
investigation. As we have seen, the primary task in the preliminary investigation
is to:
a.

Identify solvability factors.

b.

Determine whether there was a chance the crime could be solved; and

c.

Insure that information obtained is of sufficient quality to be valuable in
future court action. All these tasks must be properly documented and
recorded.

The preliminary investigator should feel confident that:
a.

All potential witnesses were sought.

b.

A crime scene search was conducted in all cases where appropriate; and

c.

No reasonable investigative effort was avoided. At this stage, a decision for
further investigative effort can be made, provided that the investigator feels
secure that a follow-up investigator will not duplicate his/her work.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.
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M.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

N.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
4.16.12
11.18.18
12.20.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish guidelines and procedures when Department members respond to
and investigate retail frauds.

B.

RETAIL FRAUD – RESPONSE. Sworn members shall:

C.

1.

Confirm with dispatch whether the call is in progress, or if it is a report-only call.

2.

Determine whether suspect(s) are in custody or attempting to leave, and if security
or any employees are attempting to detain the suspect(s).

INVESTGATION & DETENTION. Sworn members shall determine:
1.

If a retail fraud occurred and arrest the suspect(s) based on probable cause found
during the preliminary investigation.

2.

Answers to the following questions. Did the suspect:
a.

Take property that was for sale and leave the store or attempt to leave? (i.e.,
did the suspect knowingly pass all points of purchase?)
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b.

Conceal or attempt to conceal merchandise before passing all points of
purchase?

c.

Change or attempt to change the original price of the merchandise?

d.

Attempt to return an item that he/she just obtained within the store without
paying for?

3.

The “retail” dollar amount of the property in question.

4.

The age of the suspect:
a.

b.

D.

9-61.2

If the suspect is a minor (under 18 years of age):
1)

Notify parent(s) or a legal guardian before reading Miranda Rights
and questioning the subject.

2)

Petition to juvenile court. Do not issue a citation.

If 18 years or older:
1)

Advise the suspect of their Miranda Rights and interview them for a
confession.

2)

If possible, use the in-car video system as well as paper
documentation when advising Miranda Rights.

LODGING/CHARGES. Sworn members shall:
1.

Run a CCH on the subject with special notice given to any prior retail fraud
convictions.

2.

Issue a misdemeanor citation and/or lodge the suspect on charges based upon the
value of the stolen property, any prior convictions, and Manual of Policy &
Procedure Section 10-4: Arrest Management Policy.

3.

If the retail dollar amount is less than $200.00 and the suspect has no prior retail
fraud convictions, issue:
a.

An appearance citation under city ordinance 9.60(K) - Engage in Retail
Fraud.

b.

If not lodging the suspect, issue a citation with a court date at 1330 hours
on the assigned day from the court calendar and release the subject.
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4.

5.

6.

E.
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If lodging the subject, do so under Retail Fraud 3rd degree charges. A
citation must still be issued, and bond set at $100.00.

If retail value is between $200 and $1,000 or less than $200 with a prior retail fraud
conviction:
a.

Lodge the subject on Retail Fraud, 2nd degree charges if they meet the
requirements in Manual of Policy & Procedure Section 10-4: Arrest
Management Policy.

b.

If lodged, set a $500 bond on the subject.

c.

Complete a Warrant Request in Karpel.

If retail value is greater than $1,000, or if the retail value is between $200 and
$1,000 and the suspect has a prior conviction for retail fraud:
a.

Lodge the subject if they meet the requirements in Manual of Police &
Procedure Section 10-4: Arrest Management.

b.

Complete a Warrant Request in Karpel.

If retail value is $20,000 or more or between $1,000 and $20,000 dollars with two
or more prior convictions:
a.

Lodge the subject if they meet the requirements in Manual of Police &
Procedure Section 10-4: Arrest Management.

b.

Complete a Warrant Request in Karpel.

PROPERTY/EVIDENCE. Sworn members shall:
1.

Take any evidence that is not perishable back to the station, photograph it and place
into evidence according to Manual of Policy & Procedure Section 14-7: Property
& Evidence Management.

2.

Photograph all perishable evidence on scene and return the items to the store for
their use if not ruined by the suspect. Officers shall record a detailed description of
the evidence and include it in their report.

3.

Advise the store owner or manager that any property taken as evidence will be
returned after judicial proceedings.

4.

Secure any in-car video footage of the incident.
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DOCUMENTATION. Sworn members shall:
1.

For each reported retail fraud, complete an incident report.

2.

Include the following documentation, depending on charges brought against the
suspect.
a.

Incident report.

b.

Property report.

c.

CCH printouts.

d.

Video evidence.

G.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

H.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

I.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

Patrol Manual – Retail Fraud
2.1.12
4.16.12, 7.20.18, 12.12.18, 11.23.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To set forth standard procedures for responding to, investigating, and
documenting traffic crashes.

B.

PROPERTY DAMAGE CRASH INVESTIGATIONS. Sworn members shall:
1.

Respond to the scene with caution, according to given Dispatch information.

2.

Place and park the cruiser in a position to protect the scene and persons involved,
utilizing all cruiser lights and flashers available. If:

3.

a.

Needed, request additional personnel to respond for traffic control.

b.

Vehicles are blocking traffic and appear operational, advise the driver to
move it out of the traffic lane as far as possible.

Locate drivers, passengers, and witnesses, and separate them. Encourage all
parties involved to either sit secured in their vehicles, if it appears safe to do so, or
out of the roadway for their security.

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Crash Investigations - Traffic
4.

Check all parties involved for injuries. If there are any injuries reported, notify
dispatch for ambulance, and/or E-unit response if necessary. See subsection C.
PERSONAL INJURY CRASH INVESTIGATIONS.

5.

Determine if the accident involves a city employee. If so, refer to Manual of
Policy & Procedure Section 3-19: Crash Investigations Involving City Employees
for proper response protocols.

6.

Conduct a preliminary investigation by:

7.

a.

Obtaining each driver’s license, vehicle registration, and vehicle’s proof of
insurance. Each driver’s name, address, race, gender, and date of birth
shall be entered into the “INVOLVEMENT” portion in TIMS.

b.

Questioning all parties on what occurred that caused the crash.

c.

Determine responsibility and give each party involved the incident number
and contact numbers for the Department.

Take appropriate enforcement action. Per Department policy, any at-fault driver
of a crash shall be cited for the violation causing the accident.
a.

C.

9-64.2

If there is a situation in which an officer feels a citation would be unjust or
unnecessary, prior permission from an on-duty sergeant must be
authorized. In these instances, the sergeant shall provide a written note
explaining the justification for not issuing a citation.

8.

If vehicles are disabled, request Dispatch to notify wrecker services. If the
vehicle owner/driver cannot decide on what service to use, request “Merl’s
Towing.” Advise Dispatch if special considerations exist, such as the need for a
flatbed truck.

9.

If there is an abundance of motor vehicle fluid in the roadway, request Engine #21
to respond as needed.

10.

Complete an IyeTek UD-10 traffic crash report and submit it for review.

PERSONAL INJURY CRASH INVESTIGATIONS. Sworn members shall:
1.

Render immediate aid to the injured, and if Dispatch is unaware of injuries, advise
them and request an ambulance and the E-Unit respond Med 1, 2, or 3 as
determined by the type of injuries present.

2.

Call for Engine #21, Platform #23, or Utility #22 for extra equipment or
personnel, if necessary.
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E.
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3.

Request Dispatch tone out both Engine #21 and Platform #23 to respond, if an
individual or individuals are entrapped (e.g., pinned-in).

4.

If EGR extrication equipment is unavailable, request Grand Rapids Fire
Department or Grand Rapids Twp. Fire Dept. to respond for mutual aid with
extrication equipment, if needed.

5.

Charge a hose line in case of fire during extrication procedures.

6.

Take digital photos of the scene, making sure to capture damage to the vehicles,
their relation to the roadway, and any road conditions that may have been a factor
in the accident.

7.

Complete the investigation as outlined in Subsection B. PROPERTY DAMAGE
CRASH INVESTIGATIONS.

FATAL OR SERIOUS INJURY CRASH INVESTIGATIONS. Sworn members shall:
1.

Respond as outlined in C. PERSONAL INJURY CRASH - INVESTIGATIONS.

2.

Protect the scene and all possible evidence, after medical aid has been rendered to
any persons requiring it.

3.

Request a supervisor to respond as well as Engine #21 and Platform #23.

4.

Contact Dispatch for additional resources, such as:
a.

Additional officers; and/or

b.

Grand Rapids Police Department Traffic Unit Accident/Reconstruction
investigators or Kent County’s Traffic Unit for measurements and/or
reconstruction, or the Michigan State Police Traffic Crash Reconstruction
Unit, if G.R.P.D. or K.C.S.D. is unavailable.

OWI / OUID CRASH INVESTIGATIONS. Sworn members shall:
1.

Investigate according to procedures outlined in Manual of Policy & Procedures
Section 9-52: Operating While Intoxicated (OWI) / Operating under the
Influence of Drugs (OUID), if an OWI driver is not injured.

2.

Follow the guidelines as outlined above in Subsection B. PROPERTY DAMAGE
CRASH INVESTIGATIONS.

3.

Accompany the driver to the hospital and request a search warrant for a blood
draw, if an OWI driver is injured. Officers shall:
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a.

Not place the suspect under arrest until he/she is officially discharged
from the hospital.

b.

Subpoena hospital lab records of the driver if necessary.

Charge the driver accordingly after completing the OWI investigation, if an OWI
driver is involved, and another party is seriously injured or killed.

HIT AND RUN CRASH INVESTIGATIONS. Sworn members shall:
1.

Respond and investigate as outlined in subsection B. PROPERTY DAMAGE
CRASH INVESTIGATIONS.

2.

Obtain the fleeing vehicle and driver’s description and last known direction of
travel, and then advise Dispatch and other road units.

3.

If the crash occurred on private property, complete an IyeTek UD-10 crash report
(Do not send to the State of Michigan), and complete an incident report.

PRIVATE PROPERTY CRASH INVESTIGATIONS. Sworn members shall:
1.

Respond and investigate as outlined in subsection B. PROPERTY DAMAGE
CRASH INVESTIGATIONS.

2.

Advise the vehicle owners that they may exchange insurance information rather
than have an accident report completed, if damage is less than $1,000. If their
individual insurance companies require a report number, complete an IyeTek UD10 Accident Report (Do not send to the State of Michigan) and issue a number.

H.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

I.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

J.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

General Order #48 – Accident Investigation, Department and City
Vehicles, 10/1/07; Patrol Manual – Vehicle Crash Investigations
4.16.12
2.14.18, 11.26.18, 7.3.19, 10.2.20

By order of:

Mark A. Herald, Director of Public Safety
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PURPOSE. To establish:
•

Guidelines for the manual direction and control of traffic; and

•

General philosophy and procedures for the Department’s traffic direction and control
activities.

DISCUSSION
1.

Traffic direction & control. In broad terms this includes all functions, procedures,
apparatus, markings, etc., designed to promote and ensure the safe and efficient
movement of vehicles and pedestrians

2.

Major objective(s). The primary goal of individuals conducting manual traffic
direction and control is to maintain/restore the safe and efficient movement of
vehicular and pedestrian traffic. In doing so, the person is responsible for:
a.

Regulating traffic flow.
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b.

Controlling turning movements.

c.

Coordinating vehicle movements with the flow at adjacent intersections.

d.

Detouring traffic, as necessary.

e.

Controlling pedestrian movements.

f.

Arranging for removal of traffic obstructions.

g.

Facilitating emergency vehicle movements; and

h.

Rendering aid and assistance to motorists and pedestrians.

POLICY. Sworn and non-sworn members:
1.

Must realize that traffic direction and control at any location within the city is
time and circumstance dependent. In some instances, uncontrollable and
unpredictable external factors make traffic direction and control decisions a
situational determination.

2.

Dispatched to or finding a situation requiring traffic direction and control must
evaluate location parameters and decide what is needed to correct the problem.

3.

Shall to the best of their abilities, pre-plan activities which will allow the
Department to anticipate and provide for traffic direction and control needs in
advance.

4.

Shall always consider their own safety while conducting manual traffic direction
and control.

5.

Shall employ uniform procedures (e.g., signals, gestures, etc.) to enhance driver
and pedestrian recognition and response to their direction.

TIMES TO USE MANUAL TRAFFIC CONTROL
1.

Pre-planned events
a.

The staff sergeant assigned to the special event shall be responsible for
providing traffic direction and control for pre-planned events. He/she
shall:
1)

Procure and place necessary traffic control devices prior to the
planned event (e.g., road closed barricades, cones, or other
temporary traffic control device).
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2)

Determine the necessary personnel required for the special event.

3)

Schedule necessary staff and determine location of personnel
assignments.

4)

Provide overall supervision of traffic control and direction for the
event.

5)

Provide for the removal of traffic control devices and termination
of assignments for personnel at the event’s conclusion.

Unplanned events-traffic accidents, motorist assists, etc.
a.

b.

c.

For unplanned situations requiring traffic direction and control, the onduty staff sergeant/sergeant, or officer(s), shall be responsible for the
incident. He/she shall, as needed:
1)

Provide traffic direction and control in such a manner that ensures
the greatest safety factor for the officer(s) and others at the scene.

2)

Request additional patrol units to the scene.

3)

Request additional resources.

Traffic control signals and devices – immediate attention
1)

If a traffic control device essential to the safe control or movement
of vehicular or pedestrian traffic is found non-functional or
missing, the officer shall report the incident to KCSD Dispatch and
a sergeant and remain at the scene providing traffic control as
needed until the situation is rectified or until relieved by other
authorized personnel.

2)

Sworn personnel shall follow this directive especially when the
missing or non-functional device is a primary control device such
as a stop sign, traffic signal, or other control device, which if left
unattended places the safety of the public in jeopardy.

3)

In cases where there may be an extended delay in the repair of the
device, a sergeant may contact the on-call highway supervisor and
request their personnel respond to the scene with barricades or
other temporary traffic control devices.

Traffic control devices – non-immediate attention. Sworn members:
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1)

Receiving reports of potentially hazardous situations, or discover
such situations while on patrol, which do not require immediate
attention, shall report the incident to the City on call highway
supervisor or the highway department if they are working.

2)

Shall report items such as broken curbs, potholes, trash or litter
alongside roadways, street sign names, streets requiring sweeping,
tree trimming or removal, dead animals, weed cutting, streetlights
out, etc. (Note: This list is not all inclusive).

3)

Shall contact a supervisor if there is any question on the
immediacy of the need.

Adverse road conditions
1)

2)

Adverse road and weather conditions may include, but are not
necessarily limited to:
a)

Accidental hazards, such as debris that has fallen onto the
roadway from another vehicle, downed power lines, etc.

b)

Acts of nature, such as fog, ice on the road, etc.

c)

Engineering hazards, such as an exposed guardrail end or
other object that might cause unnecessary additional
damage or injury should a vehicle, for any reason, impact
with such object upon leaving the road.

EGRDPS personnel shall:
a)

Maintain a close working relationship with all agencies that
share responsibility for traffic safety when adverse road and
weather conditions occur.

b)

Continue to cooperate with other agencies in developing
and conducting mutual assistance policies, procedures, and
programs to serve the public as effectively as possible
when adverse weather conditions exist.

c)

Upon discovering an adverse road or weather condition,
notify the appropriate agencies and persons to correct the
condition.

d)

Provide traffic direction and control services and scene
protection services in the vicinity of adverse road and
weather conditions, as appropriate.
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Fire scenes. Sworn members shall:
1)

Position their patrol vehicles in a manner as to control traffic and
protect members of the Department.

2)

If the vehicle positioning is an ineffective deterrent for traffic,
notify the incident commander who may request additional units
from the Kent County Sheriff’s Department or Grand Rapids
Police Department.

Escort services - may be provided on a case-by-case basis in certain
circumstances. These include but are not limited to:
1)

Public officials and dignitaries. These will be planned in

2)

Funerals. Only in exceptional circumstances (e.g., fallen police

3)

High school sports teams. Sworn members shall:

4)
g.

9-67.5

conjunction with any security detail that accompanies the official,
or in conjunction with any specific needs they might have due to
the route being taken.
officer, fallen member of the armed services, etc.).

a)

Follow traffic control devices as designed; and

b)

Utilize overhead lights but with no siren usage.

Miscellaneous Requests - for escorts will be made through the

Director of Public Safety or the Captain.

Traffic engineering considerations
1)

When Department personnel determine the design of the roadway
or location of permanent traffic control devices may have been the
proximate cause of a crash, or may have contributed to a crash, a
copy of the report along with recommendations/suggestions for
improvement of the roadway or traffic control devices will be
forwarded to the Assistant City Manager and the City Engineer.
Note: Traffic studies related to volume, congestion, and other
considerations of this nature are conducted by the Engineering
Department of the City of East Grand Rapids for the purpose of
statistical analysis and design.
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TRAFFIC CONTROL PROCEDURES
1.

2.

3.

High visibility reflective clothing. All personnel shall:
a.

Who may either be assigned to perform scheduled manual traffic direction
and control functions, or work near a traffic related environment, be issued
a high visibility reflective vest by the Department.

b.

Always wear high visibility reflective outerwear in addition to the full
prescribed uniform, whenever conducting scheduled manual traffic
direction and control (e.g., special events, school programs, escorts etc.).

c.

When performing unscheduled manual traffic direction and control (traffic
crashes, fires, disabled vehicles, etc.), always wear high visibility
reflective outerwear.

Presence & purpose. Personnel conducting manual traffic direction and control
will insure that their presence and purpose are well demonstrated to drivers and
pedestrians, by:
a.

Positioning themselves so that they can clearly be seen by all; usually in
the center of an intersection or street.

b.

Standing straight with weight equally distributed on both feet.

c.

Allowing hands and arms to hang easily at the sides, except when
gesturing.

d.

Standing facing or with back to stopped traffic, and with the side toward
traffic being directed to move.

Signals and commands
a.

To stop traffic, the officer should first extend his/her arm, point their

b.

To start traffic, the officer should first stand with shoulder and side

index finger toward the driver, and look directly at the person to be
stopped. The officer will make eye contact with the driver so the officer
can be sure the driver is aware of the officer's gesture. Second, the
pointing hand is raised at the wrist so that its palm is toward the person to
be stopped, and the palm is held in this position until the person is
observed to stop. To stop traffic from both directions on a two-way street
the procedure is then repeated for traffic coming from the other direction
while continuing to maintain the raised arm and palm toward the traffic
previously stopped.
toward the traffic to be started, extend his/her arm and index finger
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toward, and look directly at the person to be started until that person is
aware or it can be assumed that he is aware of the officer's gesture.
Second, with palm up, the pointing arm is swung from the elbow, only,
through a vertical semicircle until the hand is adjacent to the chin. If
necessary, this gesture is repeated until traffic begins to move. To start
traffic from both directions on a two-way street, the procedure is then
repeated for traffic coming from the other direction.

4.

c.

Right turning drivers usually effect their turns without the necessity of

d.

Left turning drivers should not be directed to affect their movement while

being directed by the officer. When directing a right turn becomes
necessary, the officer should proceed as follows: if the driver is
approaching from the officer's right side his/her extended right arm and
index finger and gaze are first directed toward the driver, followed by
swinging the extended arm and index finger in the direction of the driver's
intended turn. If the driver is approaching from the officer's left side,
either the same procedure may be followed utilizing the left arm extended
or the extended left forearm may be raised to a vertical position from the
elbow while closing the fingers so that the remaining extended thumb
points in the direction of the driver's intended turn.
the officer is also directing oncoming traffic to proceed. Therefore, the
officer should either direct opposing vehicles to start while avoiding left
turn gestures directed at turning drivers, which will lead them to complete
their turn only when there is a gap in the oncoming traffic, or to stop or
hold oncoming drivers, after which the left turning driver can be directed
into his turn. The officer's right side and arm should be toward the
oncoming traffic, and the left side and arm should be toward the left
turning driver. After stopping oncoming traffic by using the right arm and
hand, the right hand should remain in the halt gesture, then the extended
left arm and index finger and officer's gaze is directed toward the driver
who intends to effect a left turn. When the left turning driver's attention
has been gained, the extended left arm and index finger are swung to point
in the direction the driver intends to go.

Signaling aids
a.

The whistle, if used, is to get the attention of drivers and pedestrians. It is

used as follows:
1)

One long blast with a STOP signal.

2)

Two short blasts with the GO signal.

3)

Several short blasts to get the attention of a driver or pedestrian
who does not respond to a given signal.
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The voice is seldom used in directing traffic. Arm gestures and the

whistle are usually sufficient.
1)

There are numerous reasons why verbal commands are not used.
Verbal orders are not easy to give or understand and often lead to
misinterpretations which are dangerous. An order which is shouted
can antagonize the motorist.

2)

Occasionally a driver or pedestrian will not understand the officer's
directions. When this happens, the officer should move closer to
the person and politely and briefly explain his directions. No
officer shall exhibit loss of temper by shouting or otherwise
indicate antagonism toward those who do not understand or who
do not wish to obey the officer's directions.

The illuminated baton may be confusing to drivers and pedestrians

unless it is safely used.
1)

Using illuminated baton to command a stop: Face the oncoming
traffic, hold the baton in the right hand, bend the right elbow, hold
the baton vertically, and then swing the baton from left to right
through an arc of approximately 45 degrees.

2)

Using baton to command go or left turn: Use the same gestures
previously described under item “c,” "Signals and Commands."
However, the baton should be used as an extension of the hand and
index finger.

3)

Signals and directions given with the aid of the baton should be
exaggerated and often need to be repeated because of the poor
visibility existing. The baton's light should be turned off when it is
not being actively utilized to give directions.

A flashlight can be used to halt traffic. To stop traffic slowly, swing the

beam of the light across the path of oncoming traffic. The beam from the
flashlight strikes the pavement as an elongated spot of light. After the
driver has stopped, arm signals may be given in the usual manner, the
vehicle's headlights providing illumination.

MANUAL CONTROL OF A TRAFFIC LIGHT. There are times during special events
when East Grand Rapids Department of Public Safety officers will direct traffic using the
traffic light that is in place. Officers will manually operate traffic light functions when:
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1.

Clearing traffic on the 4th of July after the traffic lights have moved in to flashing
mode. The officer may manually operate the light for it to function in a normal
capacity.

2.

A traffic light was damaged and changed to an improper rotation of signals.

G.

COMPLIANCE. All officers shall comply with all the conditions set forth in this policy.
Violation of this policy, or portions thereof, shall result in disciplinary action, up to and
including discharge.

H.

OFFICERS ASSIGNED TO OTHER AGENCIES. Sworn members assigned to or
assisting other law enforcement agencies shall be guided by this policy unless otherwise
directed by the Director of Public Safety.

I.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
4.30.17
10.30.17, 12.1.18, 7.3.19
12.20.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish guidelines and procedures for sworn members when initiating
traffic stops and approaching the violator:

B.

GENERAL CONSIDERATIONS. Sworn members shall:
1.

Initiate a vehicle stop based upon the observation of a traffic violation, other
offense, or there is reasonable suspicion to believe crime is afoot.

2.

Conduct vehicle stops in strict compliance with the constitutional rights of the
drivers and passengers and only under the authority granted to police officers by
law.

3.

Not conduct a vehicle stop solely based on race, ethnicity, gender, economic
status, dress, or appearance except as those factors may be part of a specific
description related to a specific offense.
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4.

For all vehicle stops, record the race and gender of the violator (as determined by
the observation and judgement of the officer-don’t ask!) on the citation for
violations issued. Enter the driver’s name, race, gender, address, and date of birth
into the “INVOLVEMENT” section in TIMS. The vehicle license plate, make, and
model shall be listed in TIMS in the vehicle section. The complaint number shall
be document on the officer’ daily log.

5.

Activate and ensure the audio/video in car video system:
a.

Is used during all traffic/vehicle stops; and

b.

Remains on through the duration of the stop. Note: The use of in-car
video equipment is:
1)

Intended to support the Department’s investigative efforts,
including the collection of evidence.

2)

Enhance officer safety.

3)

Functions as a training aid for members of the Department.

4)

Facilitates the investigation of citizen complaints.

5)

Protect officers from false claims of misconduct.

LOCATION OF STOP. Sworn members shall:
1.

Select a location where it is possible to stop the vehicle promptly, efficiently, and
safely.

2.

If possible, select an area that allows the vehicle to pull off the roadway and out
of moving traffic.

3.

Select a safe place to stop, which provides adequate visibility for approaching
traffic.

4.

Once the decision to stop is made:
a.

Check on-coming traffic and location to be sure the stop can be done
safely; and

b.

Avoid stopping a violator just over the crest of a hill, or in a curve where
other motorists won't have adequate time to adjust their driving to your
presence.
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5.

Signal the violator and any other following traffic with your overhead lights to
alert them that you are about to take an unusual action in the roadway.

6.

If the violator does not react to the overhead lights:

7.

D.
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a.

Activate the bright lights on the patrol car or flash the spotlight several
times in the mirror of the violator's vehicle. Avoid blinding the driver with
the use of these lights; and

b.

Activate the siren, if necessary.

Notify dispatch via radio that a stop is about to occur and include in the
transmission the:
a.

Location of the stop.

b.

Vehicle description - including color and license plate number.

c.

Number of occupants.

8.

Upon returning to the patrol vehicle, after your initial contact with the driver,
update the dispatcher of your status.

9.

Upon conclusion of the stop notify the dispatcher you are back in service.

APPROACHING TRAFFIC LAW VIOLATORS. Sworn members shall:
1.

When the violator comes to a stop, position the cruiser in accordance with training
and circumstances.

2.

If the driver exits the car, ask the driver to remain in the vehicle for their safety
and the officer's.

3.

If directing the driver to exit from the vehicle for any reason, have him/her step to
the curb area. Depending on circumstances, the individual may stand between the
stopped vehicles.

4.

If the stop is a normal traffic violation:
a.

Size up the situation prior to leaving the patrol unit.

b.

Observe the occupants of the vehicle closely, watching for any sudden
movement or activity.

c.

At night, use the patrol vehicle spotlight to illuminate the interior of the
violator's vehicle.
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5.

Approach on the left or right side of the violator's vehicle depending on
circumstances. The officer shall:
a.

Always approach carefully to reduce the chances of being taken by
surprise.

b.

Stop while approaching the rear of the violator's vehicle to ensure the
trunk or hatch area is locked.

c.

Move slightly ahead, and:

d.

e.

E.

9-70.4

1)

Check the rear seat and floor area of the vehicle.

2)

Then move forward to the rear edge of the driver's door.

3)

Approach closely along the side of the violator’s vehicle.

4)

If carrying a flashlight or radio, carry it in your non-weapon hand.

When a second officer is present, the second officer should approach the
vehicle and take:
1)

A position behind the front passenger door of the patrol vehicle; or

2)

A position to the right rear of the violator's vehicle so he/she may
discreetly observe the actions of the occupants in the vehicle; or

3)

Other action as directed by the primary officer.

If the stop involves subjects wanted for felony charges or subjects who are
otherwise dangerous:
1)

NOT approach the vehicle; and

2)

Notify dispatch and request back-up units. When back-up units
arrive, proceed with removing the subjects from the vehicle using
felony/high-risk stop precautions.

CONDUCT DURING A TRAFFIC STOP. Sworn members shall - unless circumstances
dictate otherwise:
1.

Conduct traffic stops in the most courteous and friendly manner practical.
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2.

Give a greeting and identify yourself. Many jurisdictions exist within this area,
and it is always appropriate to represent yourself and the Department. An example
is "Good morning/afternoon/evening, I'm Officer ______ of the East Grand
Rapids Department of Public Safety."

3.

State the violation/justification for the stop, e.g.:
a.

"You were stopped for speeding."

b.

"You were stopped for failing to wear your seatbelt as required by
Michigan law"; etc.

4.

Request the driver's operator license, vehicle registration, and proof of insurance.

5.

Ask about any justifiable or legal reason for the action of the driver. This:

6.

F.

9-70.5

a.

Gives you the opportunity to obtain information that may influence your
enforcement decision.

b.

Helps establish rapport with the violator.

c.

Leaves the driver with the feeling he/she was listened to and treated fairly.

d.

Identifies possible defenses you may face in a hearing.

Give a safety request. Drivers often want to follow you back to your vehicle, so it
may be helpful to advise the driver, "Sir/Ma'am, for your safety, please stay in
your vehicle until I return".

RETURN TO CRUISER & RE-APPROACH. Sworn members shall:
1.

2.

Return to their cruiser and:
a.

Review all information collected.

b.

Conduct a LEIN check.

c.

Prepare citation, if appropriate.

d.

Take the most appropriate action based upon the nature of the incident.

e.

Make log entry of warning, etc.

Re-approach the vehicle in a safe manner and:
a.

Deliver the citation or warning.
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b.

Focus any discussion on the violation, not the person.

c.

Inform the driver of their options for future action.

d.

Close the conversation with a positive statement, "Thank you for your
cooperation, and please drive safely". Do not end with "Have a nice day."

e.

If necessary, offer to assist the motorist back into the traffic stream.

G.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

H.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

I.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
2.1.19
10.2.20
11.23.21

By order of:

Mark A. Herald, Director of Public Safety
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PURPOSE. To provide guidelines for sworn members when initiating traffic stops and:
•

Outline expected conduct of officers during contact with traffic law violators.

•

Effectively manage the Department’s patrol resources to assure the safe, orderly
flow of traffic; and

•

Discourage criminal activity within the city.

POLICY. Sworn members shall:
1.

Execute traffic stops in a manner ensuring the safety of the officer and violator while
allowing for the efficient movement of traffic in the area.

2.

Be courteous and professional.

3.

Record all traffic stops on the officer's daily activity log with the incident number.
Enter the driver’s name, race, gender, ethnicity, address, and date of birth into the
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involvement section in TIMS. The vehicle license plate number, make, and model
shall be listed in TIMS in the vehicle section.

C.

4.

Call out all traffic stops, via radio, to Kent County Dispatch and advise the
dispatcher of the stop location, vehicle description, license plate, and the number of
occupants in the vehicle.

5.

Take appropriate enforcement action based upon their training, experience and
common sense when deciding the appropriate course of action.

6.

Take a proactive approach to traffic enforcement and be continually alert for traffic
violations. The East Grand Rapids Department of Public Safety encourages the
uniform and consistent enforcement of traffic laws to promote voluntary compliance
with traffic laws while strictly prohibiting quantitative enforcement action while
stressing qualitative actions.

DEFINITIONS
Authorized Emergency Vehicle. An authorized emergency vehicle of the Department
equipped with both a siren and emergency lighting system, which meets the
requirements of the Michigan Motor Vehicle Code (257.2) for the purpose of being
exempted from certain traffic regulations during pursuits and emergencies.
Directed Traffic Patrol. Selective traffic enforcement or the assignment of officers to
traffic enforcement activities at times and locations where hazardous or congested
conditions exist. Such assignments are based on traffic volume, accident frequency,
frequency of traffic violations, citizen complaints and emergency or service needs.
Juvenile. In accordance with Michigan law, any individual under the age of eighteen.
Traffic Stop. An enforcement activity wherein a sworn officer stops a motor vehicle, a
pedestrian, or bicycle on the highway/roadway for a violation of the law or suspicious
activity, or for investigative purposes.

D.

UNIFORM ENFORCEMENT OF VIOLATIONS
1.

Operating under the influence of alcohol/drugs
a.

2.

See Manual of Policy & Procedures Section 9-52: Operating While
Intoxicated.

Operating with a suspended driver’s license
a.

See Manual of Policy & Procedures Section 9-31: Driving While License
Suspended.
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Speeding
a.

Drivers who disregard posted or prima facia speed limits create hazardous
conditions that may cause motor vehicle accidents, unsafe conditions for
pedestrian traffic and disrupt the peace and harmony of residents. The
Department regards violations of speed limit laws as serious, warranting
enforcement action. Officers will consider the speed, road conditions,
traffic volume, school zones and pedestrian traffic when determining
appropriate enforcement action.

b.

Enforcement actions taken are described in section E. of this policy.

c.

Officers need not, in all circumstances, issue a citation. Using discretion as
to whether the violation warrants issuance of a citation or warning.

Hazardous moving violations
a.

b.

Many violations of the traffic laws are hazardous and frequently
responsible for traffic accidents. Some hazardous violations are:
1)

Disregarding a traffic control device.

2)

Failure to yield to a vehicle and or pedestrian.

3)

Distracted driving (texting, phone use, careless driving).

4)

Reckless driving.

5)

Aggressive/tailgating, improper passing.

6)

Speeding.

Sworn members shall:
1)

Utilize one of the appropriate enforcement options outlined in
section E. of this policy.

2)

Determine the enforcement option at his/her discretion with the
following considerations in mind:
a)

Educating the public on the law.

b)

The safe and efficient flow of vehicular and pedestrian
traffic.
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c.
5.

6.

7.
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The need to bring the public in compliance with the traffic
laws for the safety of all others on the roadway.

Directed patrol mandates may dictate the type of enforcement for certain
violations.

Off-road vehicle violations
a.

Off road vehicles are prohibited in the City of East Grand Rapids and
enforcement action is covered pursuant to Section 1. Article I of Chapter
31 of Title III of the Code of the City of East Grand Rapids specifically
section 3.14.

b.

This section does not prevent private citizens from using off road vehicles
on private property with the permission of the owner.

c.

Sworn members shall use their discretion in enforcing these violations.

Equipment and inspection violations. Sworn members:
a.

May issue a written or oral warning to a violator whenever there is an
equipment violation.

b.

Shall issue a citation for subsequent infractions to drivers previously
stopped and verbally warned of the equipment violation.

c.

May issue a written warning in the form of a repair and report citation.

d.

Shall use discretion in determining enforcement action.

Public carrier or commercial vehicle violations. Sworn members shall:
a.

Enforce public and commercial vehicle regulations in accordance with
Michigan law.

b.

Determine the appropriate course of action for any violations based on
their discretion, training, experience, and knowledge.

c.

Ensure all commercial motor vehicle inspections are conducted by
certified Commercial Motor Vehicle Inspectors. The inspector shall take
appropriate enforcement actions as he/she deems appropriate.

8.

Licensing, registration, or insurance violations. See Manual of Policy &
Procedures Section 9-85: Violation of Financial Responsibility.

9.

Parking Violations. Sworn members shall:
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a.

Be aware of and patrol for routine violations of Michigan statutes and the
parking ordinances of the City of East Grand Rapids on streets, roadways,
and private parking areas open to the public (i.e., schools, hospital,
Gaslight Village, etc.).

b.

At their discretion, issue parking citations for any violations.

c.

On private property, only issue parking citations for:

d.

10.

9-73.5

1)

Fire lane violations; and

2)

Handicap parking violations.

When complaints are received, respond to the area, and determine if there
are any violations. Officers:
1)

May allow a resolution, i.e., moving the vehicle as opposed to
issuing a citation.

2)

Shall issue a citation if a resolution cannot be made immediately.

New traffic laws (state, county, local.)
a.

Unless otherwise directed, sworn members may use discretion in issuing
verbal warnings for newly enacted motor vehicle laws.

b.

The captain shall:
1)

As it becomes available, ensure information is distributed to all
sworn personnel of newly enacted and updated laws and
regulations; and

2)

Document and record the distribution and any training in an
appropriate manner.

11.

Enforcement at traffic accidents. See Manual of Policy & Procedures Section 964: Traffic Crash Investigation.

12.

Pedestrian violations. Sworn members shall:
a.

Monitor pedestrian movements to ensure compliance with Michigan law
and East Grand Rapids City ordinances; and

b.

If appropriate, take enforcement action to curtail pedestrian movements
that impede traffic or create hazardous conditions.
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Bicycle and motorized bicycle violations. Sworn members:
a.

Shall monitor bicyclists to ensure compliance with Michigan law and East
Grand Rapids city ordinances; and

b.

May take enforcement action to curtail bicycle movements that impede
traffic and create hazardous conditions.

ENFORCEMENT OPTIONS
1.

2.

Warnings (verbal/written). Sworn members may issue a violator a written or
verbal warning:
a.

Whenever there is a minor infraction, equipment violation; or

b.

When such warning will achieve the objective of voluntary compliance.

Uniform traffic issuance (citation). Sworn members:
a.

May issue a citation to a violator who jeopardizes the safe and efficient
flow of vehicular and/or pedestrian traffic, including hazardous moving
violations or operating unsafe and improperly equipped vehicles.

b.

Shall issue citations for the appropriate state statute or local ordinance
violation.
Note: The purpose of a citation is to achieve voluntary compliance.

3.
F.

Arrest. See Manual of Policy & Procedure Section 10-4: Arrest Management.

SPECIAL OFFENDER CLASSES
1.

Non-residents. Sworn members shall:
a.

Warn, cite, or arrest out of state residents in the same manner as Michigan
residents.

b.

If a non-resident is issued a citation, the driver:
1)

Can be released from the scene on his or her personal recognizance
with the citation.

2)

If a magistrate is available and the driver demands an immediate
appearance, the officer immediately shall take the nonresident
driver before the magistrate to answer for the civil infraction. (See
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Manual of Policy & Procedure Section 10-13: Interim Bond
Process)
2.

3.

4.

Juvenile offenders. Sworn members shall:
a.

Enforce civil traffic offenses committed by juveniles in the same manner
as those committed by adults. Civil infractions for juveniles will be heard
at the district court.

b.

Ensure any juvenile offender who committed any misdemeanor offense(s)
is petitioned to juvenile court.

Driver re-examination criteria. Sworn members:
a.

May recommend - when there is reason to believe the driver is unable to
operate a motor vehicle safely - a driver reexamination. The Michigan
Secretary of State, as provided by Section 257.320 of the Michigan
Vehicle Code, is authorized to perform this examination.

b.

Shall include the following information “OC-88” form: (An electronic
version can be completed at www.Michigan.gov/DriverEval)
1)

The driver license number or full name and birth date of the driver
to be assessed.

2)

Specific information, as descriptive as possible, that clearly
supports and justifies the driver assessment reexamination. This
may describe an incident or pattern of behavior, or it may be other
evidence that indicates the driver may be unable to operate a motor
vehicle safely.

3)

Shall include the complaining officer’s name and signature.

Government officials including members of the legislature and judiciary. Sworn
members:
a.

May not detain federal or state legislators for the issuance of a summons
while they are in transit to or from Congress.

b.

Shall in all cases, except for treason, felony, and breach of the peace, not
arrest senators or representatives during their attendance at the session of
their respective house, and in going to and returning from the same.

c.

May issue legislators for a civil infraction as they are not immune from
receiving a civil traffic citation.
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Foreign diplomats or consular officials
a.

Diplomats, members of their families, foreign ministers, ambassadors,
servants, and staff enjoy full immunity in both civil and criminal
proceedings.
Note: The burden rests with the Diplomat to claim immunity through
presentation of valid credentials. Diplomatic status may also be verified
through the State Department. See Appendix A for contact information.

b.

Employees of diplomatic missions and members of their families enjoy
immunity with respect to acts performed in the course of their official
duties.

c.

If a consular officer is stopped while under the influence of alcohol or
drugs, the officer:
1)

2)
d.

May:
a)

Take the individual to a location where he can recover
sufficiently to drive safely.

b)

Telephone a relative or friend of the individual.

c)

Take the individual home.

Shall notify a supervisor in all cases.

Unless a consular officer is considered a serious danger to himself/herself
or others, Officers should not physically restrain or subject him/her to a
sobriety test.
1)

Family members of consular officers cannot claim immunity. If a
family member has broken a law, the officer may seek a warrant
later.

2)

If the family member is a juvenile, the officer should release the
individual to his/her parents.

e.

Exemptions to arrest immunity. Treason, felony crimes, or breeches of the
peace where it is necessary to restore public order are not recognized
immunities from arrest.

f.

Officers encountering a situation involving immunity or a claim of
immunity shall contact a supervisor for direction. The supervisor shall
report serious incidents involving diplomatic or consular officers and their
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families to the U.S. Department of State, Office of Protocol (See Appendix
A, “Diplomatic and Consular Privileges and Immunities”).

6.

g.

Despite immunity, an officer may issue a citation for a civil traffic
violation.

h.

The officer shall complete a report for misdemeanor and felony offenses
and forward a copy of the report to the State Department.

Personnel of the United States armed forces or reserve component
a.

While operating a military vehicle in the service of the United States
armed forces, active-duty military personnel are not required to possess a
valid driver’s license.

b.

Members of the Michigan National Guard may be cited for traffic
violations not demanding detention while en-route to and from an armory
drill, encampment, formation or are otherwise engaged in training
activities.

G.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

H.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

I.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

N/A
7.3.18
12.12.18, 7.3.19, 10.2.20, 10.13.21

By order of:

Mark A. Herald, Director of Public Safety
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Appendix A
A.

FORMAL IDENTITY DOCUMENTS/VERIFICATION. While various forms of identity
provide an indication of possible immunity of a person possessing them, the only
authoritative identity document is an identity card issued by the Department of State,
Protocol Office. There are three types of identification cards:
1.

Diplomatic (blue border for diplomats)

2.

Official (green border for employees)

3.

Consular (red border for consular personnel)

The identification cards are 3 ¾” x 2 ½” and contain a photograph of the bearer. The
bearer’s name, title, mission, city and state, date of birth, identification number,
expiration date, and a U.S. Department of State seal appear on the front of the card. A
brief statement of the bearer’s immunity is printed on the reverse side. Space is provided
for the bearer’s signature.
Officers should seek immediate verification as indicated below for any serious incidents
or cases where the validity of the card is in doubt. The Department of State should be
called in any case where an individual claims immunity and cannot present satisfactory
identification or in any case where the officer has reason to believe that invalid
identification is being presented.
New arriving members of diplomatic and consular staffs may not yet possess official
identity documents. Officers should contact the U.S. Department of State, Protocol
Office, for identity verification in these situations.
B.

TELEPHONE NUMBERS – DIPLOMATIC AND CONSULAR PERSONEL AND
INTERNATIONAL ORGANIZATIONS OTHER THAN THE UNITED NATIONS
1.

During normal business hours
a.

U.S. Department of State federal license tags, registrations, or other motor
vehicle information (current status): 202-895-3532

b.

U.S. Department of State driver licenses and general licensing information
(current status): 202-895-3521

c.

For reporting traffic incidents/accidents, issuance of citations, etc.,
involving foreign missions’ personnel: 202-895-3522

d.

Diplomatic agents and family members (current status): 202-647-4570
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2.

e.

Embassy administrative and technical, service staff, and families:
202-647-1405

f.

Consular personnel and families: 202-647-1404

g.

International organizations: 202-647-1402

After normal business hours
•

C.

9-73.11

Bureau of Diplomatic Security, Department of State operating 24/7:
202-663-0812

TELEPHONE NUMBERS – UNITED NATIONS PERSONNEL
1.

2.

During normal business hours
a.

U.S. Department of State license tags, registration, or other motor vehicle
information (current status): 212-826-4500

b.

Host Country Section of the U.S. Mission to the United Nations
(verification information): 212-415-4131

After normal business hours
•

Communications Section of the U.S. Mission to the United Nations
operating 24/7: 212-415-4444

Note: Information in Appendix A is from the U.S. Department of State Publication 9533,
“Guidance for Law Enforcement Officers – Personal Rights and Immunities of Foreign
Diplomatic and Consular Personnel.”
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A.

PURPOSE. To establish guidelines and procedures for personnel in UDAA incidents.

B.

CONSIDERATIONS. Sworn members need to determine:

C.

1.

If the incident is criminal or civil in nature.

2.

If the vehicle was repossessed.

3.

If the owner is behind on payments.

4.

What type of insurance coverage is on the vehicle? (If full coverage and the
owner is behind on payments, suspect insurance fraud or repossession.)

INVESTIGATION OF A STOLEN VEHICLE. Sworn members shall:
1.

Record a complete description of vehicle including any distinguishing factors
(i.e., mismatched colors or damaged areas).

2.

If possible, determine if the keys were in vehicle.

3.

If possible, determine how entry was made. Was there broken glass at the scene?
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4.

Enter the vehicle into LEIN if the investigation determines it is stolen. This
includes a full description – VIN, license plate, and any suspect information.

5.

Have dispatch send a BOL via MDT to all area units.

STOLEN RECOVERY. Sworn members shall:
1.

Confirm with LEIN if the vehicle is stolen.

2.

If occupied, detain, and secure all occupants.

3.

Determine who was driving the stolen vehicle.

4.

Notify jurisdiction where the vehicle was stolen from and turn incident over to
them if possible. If possible, they will oversee the disposition of the vehicle and
suspects. If not possible, we will be responsible for the arrested subjects and
vehicle.

5.

Notify IBO or SSU to process the vehicle if occupants are not known.

6.

Weather permitting, have IBO or SSU process the vehicle on the street and return
it to the owner. If the vehicle has:
a.

Been processed and the owner cannot be contacted, have the vehicle
towed to Merl’s.

b.

Not been processed and needs to be, have the vehicle towed to Merl’s or
as a last resort, our station, in the lower garage, while being careful to
preserve evidence.

7.

Once recovered, take the vehicle out of LEIN.

8.

Lodge the driver and/or occupants determined to possess the vehicle through
investigation at the Kent County Correctional Facility.

9.

Complete a “Warrant Request” in Karpel and an “Affidavit of Probable Cause.”

E.

REPORTS. Sworn members shall complete a report indicating whether the original
incident occurred in East Grand Rapids or not.

F.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

G.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.
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A.

PURPOSE. To establish guidelines and procedures for sworn personnel when
encountering individuals in violation of the controlled substance act.

B.

DEFINITIONS
Open view/open field – is a situation where there is no intrusion, and the police see
what the public would see; the incriminating nature of the item observed must be
immediately apparent.
Plain smell doctrine – is “a doctrine of common sense;” police officers cannot reasonably
be expected to avert their senses from evidence of criminal activity that could be
observed by any vigilant member of the public. This is a situation where the officer is
lawfully allowed to be in the area and has probable cause to believe the odor/smell he
detects is evidence or contraband.
Plain touch doctrine – is a principle of criminal law that allows a police officer to seize
without a warrant any contraband that the officer can immediately and clearly identify, by
touch during a legal pat-down search. If a police officer lawfully pats down a suspect's
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outer clothing and feels an object whose contour or mass makes its identity immediately
apparent, there is no invasion of the suspect's privacy beyond that already authorized by
the officer's search for weapons.
Plain view – is a situation where there is always some "intrusion", but the officer has a
right to be where he can observe. In observing, the officer must have probable cause to
believe that the item he observes is evidence or contraband. The incriminating nature of
the item must be immediately apparent.
C.

OPERATIONAL PROCEDURES. Sworn members shall:
1.

Contact a subject(s) based on reasonable suspicion, probable cause, traffic stop, or
complaint.

2.

Establish probable cause for a search or request a consent search based on solid
reasoning.

3.

Ensure that any VCSA item discovered during a (Terry) pat-down is immediately
apparent to the searching officer. The officer must articulate the reasonable
suspicion as to why he/she:
a.

Believed the individual was:
1)

Armed; or

2)

Engaged or about to be engaged in criminal activity.

4.

Seize, if appropriate and lawful, contraband if it is in “open” or “plain” view.

5.

Obtain a search warrant for contraband the officer believes is in a dwelling, unless
one of the search warrant exceptions applies. It is always best to have a search
warrant; however, an officer may enter a dwelling:

6.

7.

a.

And engage in “hot pursuit” for a subject for a felony.

b.

If exigent circumstances exist - such as observing a subject destroying
contraband because he or she is aware of the officer’s presence.

Under both situations:
a.

Secure the subject and any “plain view” evidence.

b.

Once the residence is secure, obtain a search warrant to search further.

Search a vehicle for drugs based on the “vehicle exception,” if probable cause
with exigent circumstances exists. If drugs are located during a permissible
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search, the limits of search locations no longer apply and the whole vehicle along
with all containers is searchable without a warrant. Request the use of canine
officer if drugs are suspected hidden in the vehicle.
D.

EVIDENCE GUIDELINES. Sworn members:
1.

May perform a street drug test for cocaine, crack, marijuana, LSD, hashish, etc.

2.

Shall preserve seized drugs for laboratory testing.

3.

Shall wear protective gloves, when appropriate, to prevent absorption into the
skin.

4.

Shall not inhale any drug/narcotic to identify it.

5.

Should photograph evidence where it was located and protect its container for
prints if the owner is not known.

6.

Should keep drugs in their container.

7.

May remove a small sample for street testing if needed and document it in their
report. Drug test kits are in the sergeant’s vehicle and the E-unit. Officers shall:

8.

9.
E.

a.

Follow the directions provided with the test kit; and

b.

Document the time of the test. A positive test result may create probable
cause for arrest.

Shall place drugs and their container in a plastic evidence bag. The logging officer
has the responsibility to:
a.

Weigh the drugs and indicate weight in the report.

b.

Place evidence in one or more of the evidence room lockers.

c.

Indicate on the report where it was placed.

Shall ensure the chain of evidence is documented in the report as to where and by
whom the evidence was found, who collected it, and who logged it into evidence.

ADDITIONAL INFORMATION. Sworn members shall:
1.

If the suspect is allegedly using the narcotics for more than personal use (i.e.,
selling it), attempt a seizure for forfeiture, if it applies, and contact KANET prior
to pursuing any forfeiture action. Refer to Manual of Policy & Procedure Section
10-10: Forfeitures.

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Violation of Controlled Substance Act (VCSA)

F.

9-82.4

2.

Remember, the possession of nearly all narcotics, e.g. (cocaine, heroin, crack,
LSD) except for marijuana (for personal use) is a felony.

3.

Follow Manual of Policy & Procedures Section 10-4: Arrest Management if the
suspect is in possession with intent to sell narcotics; a felony requiring a warrant.

4.

If arresting the suspect under a city ordinance, follow Manual of Policy &
Procedures Section 10-4: Arrest Management.

5.

With misdemeanor VCSA charges/violations, follow Manual of Policy &
Procedures Section 10-4: Arrest Management.

REFERENCE INFORMATION. The following policies, procedures and local ordinances
may assist officers in VCSA incidents:
•

Manual of Policy & Procedure Section 10-19: Searches & Seizures

•

Manual of Policy & Procedure Section 10-4: Arrest Management

•

Manual of Policy & Procedure Section 10-22: Transporting Prisoners

•

Manual of Policy & Procedure Section 14-7: Property & Evidence Management

•

Local ordinance 9.56 (K) or 9.56 (L). 9.65 Violations and Penalties.

•

Felony charges require a warrant through Karpel (city codes do not apply)

G.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

H.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

I.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

Patrol Manual – Violation of Controlled Substances Act: Arrests
4.16.12
7.2.18, 12.12.18, 11.23.21
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Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish guidelines and procedures for sworn members stopping drivers
who are in violation of financial responsibility.

B.

CONSIDERATIONS
1.

A violation of financial responsibility is a misdemeanor traffic violation for which
an officer can make a custodial arrest and lodge the driver. A warrant is required
for the prosecution, which means the driver must be fingerprinted and
photographed prior to release.

2.

The court requests we issue the driver a NO PROOF OF INSURANCE violation
and release them. The court will fine the driver heavily if they did not have
insurance at the time of the stop. If they did have insurance, but did not have it
with them, then the court can waive the violation. The driver will need to resolve
the citation at court.

3.

This policy does not prevent an officer from arresting a driver for violation of
financial responsibility if they deem it necessary to do so. See Manual of Policy &
Procedures Section 10-4: Arrest Management
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OPERATIONAL GUIDELINES. Sworn members shall:
1.

Make a traffic stop based on a violation or reasonable suspicion.

2.

Demand license, registration, and proof of insurance.

3.

Ask the driver if he/she has insurance on the vehicle if they cannot produce a
certificate.

4.

If driver advises that he/she does not have insurance, impound the vehicle. Follow
the impound procedure and enter vehicle in LEIN if owner is not aware of the
vehicle’s location. Do not release the vehicle on the street because it is not
insured.

5.

If driver states that he/she does have insurance, but does not have the certificate,
issue NO PROOF OF INSURANCE violation, and permit them to leave with
vehicle.

6.

If vehicle is impounded, advise the driver that they must provide proof of
insurance prior to station release of vehicle.

7.

Issue violation for NO PROOF OF INSURANCE.

D.

BOND/VIOLATION OF FINANCIAL RESPONSIBILITY. Sworn members shall set a
bond of $100.00 on the arrestee if lodged at the Kent County Correctional Facility. The
arrestee/driver will need a court date set for 1330 hours on the day assigned by the court
calendar.

E.

REFERENCE PROCEDURES. For additional information review Manual of Policy &
Procedure Section 14-13: Vehicle Impounds and applicable law - Traffic code, state law
(257.328 No Insurance Certificate) and (257.905 Violation of Financial Responsibility).

F.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

G.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

H.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

Patrol Manual – Violation of Financial Responsibility
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6.28.18, 12.12.18, 12.20.21
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Mark A. Herald, Director of Public Safety
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PURPOSE. To establish policy and procedures for:
•

Managing the arrest and custodial transport of individuals to the Kent County
Correctional Facility (KCCF) or other detention facilities; and

•

Maximizing the safety of officers, subjects in custody, and citizens.
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DEFINITIONS
Appearance Citation. A complaint or written notice issued and subscribed by a police
officer or other public servant authorized by law or ordinance to issue it directing a
designated person to appear in a designated local criminal court at a designated future
time in connection with his or her alleged commission of a designated violation or
violations of state law or local ordinance.
Arrest. The taking, seizing, or detaining of a person by any act which indicates an
intention to take him or her into custody and subjects the person arrested to the actual
control of the person making the arrest and must be so understood by the person arrested.
Assaultive Crime. This includes offenses listed in Appendix B.
Felony. An offense for which the offender – on conviction – may be punished by
imprisonment in a state prison.
Misdemeanor. A violation of a penal law of this state that is not a felony…that is
punishable by imprisonment or a fine that is not a civil fine.
Probable Cause. Articulable facts or circumstances which could lead a reasonably
prudent person to conclude that a suspect has committed, or is in the process of
committing, a criminal act.
Reasonable Officer. One who acts as other similarly trained and experienced officers
could be expected to act, under similar circumstances. The “reasonableness” of an
officer’s actions will be reviewed based on the facts and circumstances known to him/her
at the time of the action.
Serious Misdemeanor. As defined in §61 of the William Van Regenmorter Crime
Victim’s Rights Act includes a wide range of misdemeanor offenses and substantially
similar local ordinances. See complete list in Appendix C.

C.

ARREST AUTHORITY. In order to have a valid arrest, the elements of authority, intent,
force, custody, and submission must be present.
1.

2.

Authority:
a.

Refers to the person making the arrest.

b.

To arrest is vested in employees who are fully empowered and regularly
employed by the East Grand Rapids Department of Public Safety.

Intent to arrest must be relayed to the person being arrested by the arresting party,
and the reason for the arrest must be articulated.
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3.

Some amount of verbal or physical force must be applied in an objectively
reasonable manner to affect an arrest.

4.

Custody must be exercised and may be by word. Methods of control may include
use of force and response to resistance.

5.

The person being arrested must submit to the fact that he/she has been arrested,
although this does not mean the person must submit voluntarily. Submission is
present, provided the element of custody is gained.

ARREST REQUIREMENTS
1.

2.

Arrest warrant required. An arrest warrant:
a.

Commands an officer to immediately arrest the named person and make
them available for court proceedings.

b.

Shall only be executed by sworn law enforcement officers.

c.

Shall be obtained prior to making arrests in the following situations:
1)

On probable cause for a misdemeanor when a suspect flees from
outside a dwelling to inside a dwelling (and no forcible entry by
the suspect into the dwelling occurs).

2)

For a misdemeanor punishable by less than 93 days not committed
in the officer’s presence.

3)

In order to make forcible entry for the purpose of making a felony
arrest, without exigent circumstances, into a defendant’s dwelling.

4)

In order to make forcible entry for the purpose of making an arrest,
without exigent circumstances, into a third party’s home.

Arrest without a warrant. Pursuant to MCLA §764.15, an officer may arrest
without a warrant when the officer has:
a.

Observed a felony, misdemeanor or misdemeanor ordinance violation
committed in his/her presence.

b.

Probable cause to believe that a misdemeanor punishable by imprisonment
for 93 days or more (or) a felony has been committed, and probable cause
to believe that person has committed the offense.

c.

Received and confirmed positive information by written or electronic
form, or other authoritative source, that another officer holds a warrant for
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the arrest of that person (provided that the warrant holder is willing to pick
up the offender).
d.

Received positive information, by broadcast from a recognized police or
other government radio station or by other electronic means, which gives
the officer probable cause to believe a misdemeanor punishable by
imprisonment for more than 93 days (or) a felony has been committed,
and probable cause to believe that person has committed the offense.

e.

Has probable cause to believe that a person is an escaped convict, a parole
violator or probation violator (under MCLA §764.15e), has violated a
condition of pardon, or bond.

f.

Probable cause to believe a person is in violation of a Personal Protection
Order (PPO), subject to the conditions set forth in the Department’s
domestic situation policy. (MCL 764.15b)

g.

Probable cause to believe a misdemeanor has taken place or is taking place
on school property and probable cause to believe the person committed or
is committing the violation, regardless of whether the violation was
committed in the peace officer’s presence. As used in this subdivision,
“school property” means that term as defined in section 7410 of the public
health code. (1978, PA 368, MCLA §333.7410)

h.

Without a warrant, may arrest and take into custody a defendant whom the
peace officer has or receives positive information that another peace
officer has probable cause to believe is violating or has violated a
condition of release. (Section 2a of 1961 PA 44 MCL §780.582a.)

i.

Probable cause to believe that a violation of the Controlled Substances
Act, has taken place or is taking place and probable cause to believe that
an individual has committed or is committing the violation, whether or not
the violation was committed in the officer’s presence.

j.

Been delivered a person arrested by a private individual, the officer shall:
1)

Arrange for the arrested person to appear before the court, without
unnecessary delay;

2)

Prepare a written report detailing the particulars of the arrest;

3)

If receiving the prisoner, confirm the arrest is lawful and that all
necessary elements of the crime are present; and

4)

If the citizen’s arrest is questionable, contact a supervisor prior to
accepting custody of the arrested party.
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Arrest authority outside jurisdiction. Certain statutory exceptions grant police
officers the authority to arrest outside their jurisdictional boundaries.
a.

If any person against whom a warrant shall be issued for an alleged
offense committed within any county, shall either before or after issuing of
such warrant, escape from or be out of the county, the sheriff or other
officer to whom such warrant may be directed, may pursue, and apprehend
the party charged in any county of this state, and for that purpose may
command aid and may exercise the same authority as in his own county
(MCLA §764.2).

b.

A peace officer of a county, city, village, or township of this state may
exercise authority and powers outside his own county, city, village, or
township when he is enforcing the laws of this state in conjunction with
the Michigan State Police, or in conjunction with a peace officer of the
county, city, village, or township in which he may be, the same as if he
were in his own jurisdiction (MCLA §764.2a).

c.

An officer while engaged in “hot pursuit,” may arrest with the authority
granted by the municipality that is his employer.

d.

East Grand Rapids officers assigned to multi-jurisdictional activities/team
may be deputized by the Kent County Sheriff to provide additional
authority outside our jurisdiction. This authority is limited as approved by
the Director of Public Safety.

Concurrent jurisdiction within the City of East Grand Rapids/Reciprocal Aid
a.

The Kent County Sheriff’s Office and the Michigan State Police have
concurrent jurisdiction in East Grand Rapids for enforcement of statutes
and ordinances, and do not require our presence unless requested.

b.

Federal law enforcement agencies may arrest for any federal law violation
pursuant to MCL §764.15d and do not require our presence unless
requested.

c.

Other municipal, sheriff or out-of-state agencies do not have authority in
East Grand Rapids except as outlined in section D. 3. of this procedure.

d.

The East Grand Rapids Department of Public Safety will respond to other
jurisdictions upon request of another agency and take appropriate action
that is compliant with the law, Department policy, and requesting agency
desires.
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NON-CUSTODIAL ARREST. Sworn personnel:
1.

Shall issue an appearance citation for a misdemeanor violation with a penalty of
up to one year in jail, except as provided below. (MCL 764.9c)

2.

MUST NOT issue an appearance citation for a person:

3.

a)

Arrested for a domestic violence violation of section 81 or 81a of the
Michigan Penal Code, 1931 PA 328, MCL 750.81 and 750.81a, or a local
ordinance substantially corresponding to a domestic violence violation of
section 81 or 81a of the Michigan Penal Code, 1931 PA 328, MCL 750.81
and 750.81a, or an offense involving domestic violence as that term is
defined in section 1 of 1978 PA 389, MCL 400.1501.

b)

Subject to detainment for violating a personal protection order.

c)

Subject to a mandatory period of confinement, condition of bond, or other
condition of release until he or she has served that period of confinement
or meets that requirement of bond or other condition of release.

d)

Arrested for a serious misdemeanor.

e)

Arrested for any other assaultive crime.

Have discretion to make a custodial arrest, take the subject to jail and lodge
him/her if one of the following conditions exist:
a)

The arrested person refuses to follow the police officer’s reasonable
instructions.

b)

The arrested person will not offer satisfactory evidence of identification.

c)

There is reasonable likelihood that the offense would continue or resume,
or that another person or property would be endangered if the arrested
person is released from custody.

d)

The arrested person presents an immediate danger to himself or herself or
requires immediate medical examination or medical care.

e)

The arrested person requests to be taken immediately before a magistrate.

f)

Any other reason that the police officer may deem reasonable to arrest the
person which must be articulated in the arrest report.
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If a person is arrested, and lodged, the police report must specify the reason for
not issuing an appearance citation, and the department must forward the report to
the appropriate prosecuting authority without delay.

CUSTODIAL ARRESTS. Sworn members:
1.

Shall lodge arrested adults, who are not eligible for, or otherwise not receiving, an
appearance citation, at the Kent County Correctional Facility (KCCF).

2.

Should transport juveniles (under 17-years-old) to the KCCF and have them fasttracked. After obtaining their prints and photo at KCCF, juveniles (Note: As of
October 1, 2021, the age of a juvenile will be under 18-years-old) shall be:
a)

Lodged at juvenile detention if their crimes are serious felonies or
assaultive misdemeanors, or if their parents/guardians cannot be located.

b)

Released to their parents/guardians if they can be located.

IMMUNITY FROM ARREST. Under particular circumstances certain individuals are
immune from arrest.
1.

2.

Persons exempt from arrest for civil process
a.

Federal or state legislators in actual attendance upon duties of his/her
office.

b.

A party or attorney, or subpoenaed witness going to, attending, or
returning from a place he/she was required to attend.

c.

An officer of a court of record, including jurors, going to, attending, or
returning from any sitting of the court of which he/she is an officer.

Persons exempt from criminal arrest. A person:
a.

While in this state pursuant to any subpoena issued to complete his
appearance in any criminal proceeding pending in this state shall not be
detained for any offense committed prior to his entry into this state
pursuant to the subpoena.

b.

Passing through this state while going to another state in obedience to a
summons to attend a criminal proceeding in that state or while returning
from that state shall not be arrested for a civil or criminal charge on any
matter which arose before his entry into this state in obedience to that
summons.

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Arrest Management
3.

4.

Congressional Immunity
a.

Federal or state legislators may not be detained for the issuance of a
summons while they are in transit to or from Congress.

b.

Senators and representatives shall in all cases, except treason, felony, and
breach of the peace, be privileged from arrest during their attendance at
the session of their respective house, and in going to and returning from
the same.

Diplomatic Immunity
a.

Diplomats and members of their families enjoy full immunity in both civil
and criminal proceedings. (Note: The burden rests with the Diplomat to
claim immunity through presentation of valid credentials. Diplomatic
status may also be verified through the State Department. See Appendix
A for contact information.)

b.

Employees of diplomatic missions and members of their families enjoy
immunity with respect to acts performed in the course of their official
duties.

c.

If a consular officer is stopped while under the influence of alcohol or
drugs, the officer may:

d.

5.

10-4.8

1)

Take the individual to a location where he/she can recover
sufficiently to drive safely.

2)

Telephone a relative or friend of the individual.

3)

Take the individual home.

Unless a consular officer is considered a serious danger to himself or
others, he should not be physically restrained or subjected to a sobriety
test.
1)

Family members of consular officers cannot claim immunity. If a
family member has broken a law a warrant may be sought at a later
time.

2)

If the family member is a juvenile, the individual should be
released to his parents.

Exemptions to arrest immunity. Treason, felony crimes, or breaches of the peace
where it is necessary to restore public order are not recognized immunities from
arrest.
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Officers encountering a situation involving immunity or a claim of immunity shall
contact a supervisor for direction. Serious incidents involving diplomatic or
consular officers and their families should be reported by the supervisor to the
U.S. Department of State, Office of Protocol (See Appendix A, “Diplomatic and
Consular Privileges and Immunities”).

H.

INTERIM BOND. See Manual of Policy & Procedure Section 10-13: Interim Bond
Process.

I.

TRANSPORT OF PRISONERS. See Manual of Policy & Procedure Section 10-22:
Transporting Prisoners.

J.

K.

MEDICAL CARE FOR SUBJECTS IN CUSTODY. The Department shall only accept
transportation and security responsibility for pre-arraignment treatment of persons in
custody as described in this procedure. The arresting/transporting officer(s) shall:
1.

Transport persons requiring medical treatment to the medical facility prior to
admission to the jail unless otherwise directed by a supervisor.

2.

Ensure subjects remain handcuffed during medical treatment unless medical
personnel require removal of the restraints to perform a medical procedure.

3.

If a subject is combative or an escape risk, seek additional officer(s) for assistance
and notify medical staff of the situation.

4.

Remain in direct prisoner contact during medical treatments whenever possible.

5.

In the event a subject is admitted to a hospital for further treatment, promptly
notify the on-duty supervisor and maintain custody of the subject until such time
as relieved or released from the assignment by the on-duty supervisor.

6.

Advise medical facility staff that the subject is responsible for payment of their
medical expenses.

7.

Advise intake staff of any known problems or concerns including suicidal
tendencies/threats when releasing a subject into their custody.

SPECIAL CONSIDERATIONS – MENTAL HEALTH TRANSPORTS/PHYSICAL
IMPAIRMENTS. Subjects:
1.

In custody who are suffering from emotional disorders or other mental illnesses
may pose a threat to themselves or others. Individuals under arrest for criminal
activity who fall into this category shall be handcuffed and restrained as outlined
in this order. They may require special transport arrangements, such as an
ambulance, to provide for the safety of the officers and the individual.
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2.

In custody for non-criminal activity, such as court ordered pickups for evaluation,
should be handcuffed if the safety of the officer or individual is in question.
Officers are not required to handcuff these persons if, in their judgment, the
person is not a risk to the safety of the officer or themselves.

3.

Suffering from emotional disorders or other illnesses that cannot safely be
transported for hospital evaluation by the usual means shall be transported by
ambulances equipped with special personnel restraints.

4.

With physical impairments - if they are not violent or threatening violence - may
forgo normal restraint techniques or the use of handcuffs during transport if the
officer receives supervisory approval.

5.

That cannot be physically restrained by handcuffs due to physical impairments
should be transported by ambulance using its restraints during conveyance. An
officer shall accompany the person in custody in the ambulance. A supervisor
may assign additional officers to assist in the transport if necessary.

LIABILITY – PERSONAL PROPERTY IN VEHICLES
1.

When transferring subjects, officers shall remove all personally owned equipment
and supplies he area in which the subject is being transported.

2.

Any damage, destruction or contamination of personal property not properly
secured or not out of the subject’s reach shall not be the responsibility of or
replaced by the City of East Grand Rapids.

M.

LIABILITY – CITY OWNED PROPERTY IN VEHICLES. When transferring subjects,
the transporting officer shall remove all City owned equipment and supplies from the
area in which the subject is being transported in order to prevent any damage, destruction,
or contamination of these items.

N.

KENT COUNTY CORRECTIONAL FACILITY – INTAKE. Upon arrival at the KCCF
Intake area, sworn members shall obey all mandates set forth by the KCCF regarding
their prisoner transport policies and:
1.

Secure all weapons in the “Weapon Boxes” provided when available. Unless it is
the only option, officers should not place their weapons in the trunk of their patrol
vehicle.

2.

Not remove a subject from a patrol car prior to securing his/her weapons.

3.

Secure his/her weapons as described when picking up a subject at intake. Once
the subject is secured in the patrol car, the officer may retrieve his/her weapons.
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4.

Complete and deliver admission documents as required by that facility.

5.

All subjects who are lodged shall be fingerprinted and photographed at the jail.

REPORTING. Officers shall ensure:
1.

All arrests are properly reported in “TIMS.”

2.

If the subject is lodged, that KCCF intake paperwork (i.e., “Intake Report” and
“Property Sheet”) are completed.

3.

Applicable supporting LEIN/SOS paperwork is completed.

4.

Appropriate citations are issued. The appearance citation SHALL CONTAIN THE
PERSONS TELPHONE NUMBER AND EMAIL ADDRESS.

PROCESSING FOR THOSE CHARGED WITH A FELONY OR 93 DAY OR HIGHER
MISDEMEANOR. Any person:
1.

Charged with violation of State or local law that is punishable by imprisonment of
93 days or more (excluding DWLS 1st offense), shall be fingerprinted and
photographed. If the subject is issued an appearance citation, the court will
officially order him/her to get their fingerprints and photograph taken.

2.

Lodged at the KCCF will be taken care of at that location.

3.

Released on a uniform law citation or turns them self in on a warrant at the court
shall be ordered to appear at the jail for processing.

ALTERNATE CARE FOR ARRESTEE’S DEPENDENTS. The officer shall – if the
arrestee has:
1.

Children or a dependent with them, arrange to place the children/dependent with a
person of the arrestees choosing.

2.

Nobody to take care of the children/dependent, call Child Protective Services to
arrange for the child/dependent’s safe keeping.

R.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

S.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.
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POLICY HISTORY
Rescinds:
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Revised:
Reviewed:

N/A
4.16.12
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Appendix A
A.

FORMAL IDENTITY DOCUMENTS/VERIFICATION
While various forms of identity provide an indication of possible immunity of a person
possessing them, the only authoritative identity document is an identity card issued by the
Department of State, Protocol Office. There are three types of identification cards:
1.

Diplomatic (blue border for diplomats)

2.

Official (green border for employees)

3.

Consular (red border for consular personnel)

The identification cards are 3 ¾” x 2 ½” and contain a photograph of the bearer. The
bearer’s name, title, mission, city and state, date of birth, identification number, expiration
date, and a U.S. Department of State seal appear on the front of the card. A brief statement
of the bearer’s immunity is printed on the reverse side. Space is provided for the bearer’s
signature.
Officers are urged to seek immediate verification as indicated below for any serious
incidents or cases where the validity of the card is in doubt. The Department of State should
be called in any case where an individual claims immunity and cannot present satisfactory
identification or in any case where the officer has reason to believe that invalid identification
is being presented.
New arriving members of diplomatic and consular staffs may not yet possess official
identity documents. Officers should contact the U.S. Department of State, Protocol Office,
for identity verification in these situations.
B.

TELEPHONE NUMBERS – DIPLOMATIC AND CONSULAR PERSONEL AND
INTERNATIONAL ORGANIZATIONS OTHER THAN THE UNITED NATIONS
1.

During Normal Business Hours
a.

U.S. Department of State federal license tags, registrations, or other motor
vehicle information (current status): 202-895-3532

b.

U.S. Department of State driver licenses and general licensing information
(current status): 202-895-3521

c.

For reporting traffic incidents/accidents, issuance of citations, etc.,
involving foreign missions’ personnel: 202-895-3522
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2.

d.

Diplomatic agents and family members (current status): 202-647-4570

e.

Embassy administrative and technical, service staff, and families:
202-647-1405

f.

Consular personnel and families: 202-647-1404

g.

International organizations: 202-647-1402

After Normal Business Hours
Bureau of Diplomatic Security, Department of State operating 24/7: 202-663-0812

C.

TELEPHONE NUMBERS – UNITED NATIONS PERSONNEL
1.

2.

During Normal Business Hours
a.

U.S. Department of State license tags, registration, or other motor vehicle
information (current status): 212-826-4500

b.

Host Country Section of the U.S. Mission to the United Nations (verification
information): 212-415-4131

After Normal Business Hours
a. Communications Section of the U.S. Mission to the United Nations
operating 24/7: 212-415-4444

Information in Appendix A is from the U.S. Department of State Publication 9533,
“Guidance for Law Enforcement Officers – Personal Rights and Immunities of Foreign
Diplomatic and Consular Personnel.”
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Appendix B
ASSAULTIVE CRIMES:
•

Assault or assault and battery of an individual while the individual is performing his or
her duties as an employee of the family independence agency or because of the
individual's status as an employee of that agency;

•

Felonious assault, which is using a dangerous weapon to assault someone;

•

Assault with the intent to commit murder;

•

Assault with the intent to do great bodily harm by strangulation or suffocation;

•

Assault with intent to maim;

•

Assault with the intent to commit a felony;

•

Unarmed assault with intent to rob and steal;

•

Armed assault with intent to rob and steal;

•

Assault against a pregnant person;

•

Attempt to murder;

•

Transporting, carrying, or conveying explosives;

•

Manufacture, delivery, possession, or transportation for an unlawful purpose of:
- A harmful biological substance or device
- A harmful chemical substance or device

•

First Degree Murder;

•

Second Degree Murder;

•

Manslaughter;

•

Kidnapping;

•

Mayhem;

•

Stalking;

•

Aggravated stalking;

•

Criminal sexual conduct (1st‐4th Degree);

•

Assault with intent to commit criminal sexual conduct;

•

Armed larceny;

•

Armed larceny of a motor vehicle;

•

Larceny with the use of force;

•

Acts of terrorism.
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Appendix C
SERIOUS MISDEMEANORS include:
•

Assault and battery, including domestic violence (750.81);

•

Assault; infliction of serious injury, including aggravated domestic violence (750.81a);

•

Breaking and entering or illegal entry (750.115);

•

Child abuse in the fourth degree (750.136b);

•

Contributing to the neglect or delinquency of a minor (750.145);

•

Using the internet or a computer to make a prohibited communication (750.145d);

•

Intentionally aiming a firearm without malice (750.233);

•

Discharge of a firearm intentionally aimed at a person (750.234);

•

Discharge of an intentionally aimed firearm resulting in injury (750.235);

•

Indecent Exposure (750.335a);

•

Stalking (750.411h);

•

Injuring a worker in a work zone (257.601b(2);

•

Leaving the scene of a personal injury accident (257.617a);

•

Operating a vehicle while under the influence of or impaired by intoxicating liquor or a
controlled substance, or with an unlawful blood alcohol content, if the violation involves
an accident resulting in damage to another individual’s property or physical injury or
death to another individual. (257.625)

•

Selling or furnishing alcoholic liquor to an individual less than 21 years of age, if the
violation results in physical injury or death to any individual (436.1701)

•

Operating a vessel while under the influence of or impaired by intoxicating liquor or a
controlled substance, or with an unlawful blood alcohol content, if the violation involves
an accident resulting in damage to another individual’s property, or physical injury or
death to any individual. (324.80176)

•

A violation of a local ordinance substantially corresponding to a violation described
above.

•

A violation charged as a felony or serious misdemeanor as described above but
subsequently reduced to or pleaded to as a misdemeanor.
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A.

PURPOSE. To establish guidelines for all Department personnel concerning the
constitutional rights of individuals.

B.

POLICY. Sworn personnel shall:

C.

1.

Not restrict the freedom of individuals, whether by detention or arrest except to
the extent necessary to legally or reasonably apply the law.

2.

Familiarize themselves with laws, codes, and departmental directives pertaining
to an individual’s constitutional rights.

3.

Perform their duty in the areas of interrogation, arrest or detention, searches, and
seizures, use of informants, and the collection and preservation of evidence in
accordance with accepted legal mandates and Department policies.

PROCEDURE
1.

Interview and Interrogation. Sworn personnel:
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Constitutional Rights
a.

Prior to questioning any subject in custody for the purpose of obtaining
incriminating admissions, shall advise the individual of his/her
constitutional rights (i.e., Miranda Rights) against self-incrimination.

b.

May ask a subject for identification information such as name, date of
birth, etc., without advising and waiver of Miranda Rights.

c.

Shall advise the subject of his/her right to remain silent, then ask the
individual if they wish to waive that right.
1)

d.

If the subject invokes his right to remain silent, the officer shall
stop any further questioning and note in the incident report the
subject wished to remain silent.

Shall advise the subject of the remainder of his/her rights from the
CONSTITUTIONAL RIGHTS CARD, including the right to an attorney
if the subject waives his right to remain silent and agrees to answer
questions.
1)

2.
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If the subject invokes his right to an attorney all questioning shall
stop and the officer shall document, in the incident report that the
subject invoked his right to an attorney.

e.

Should attempt to obtain a signature on the CONSTITUTIONAL RIGHTS
CARD, if available, unless the individual refuses to sign or other
circumstances exist which prevents the subject from signing the card if the
subject consents to waive their Miranda Rights. Officers shall document
the refusal or the reason for not signing the card (e.g., circumstance,
physical limitation, etc.) in the incident report.

f.

Need not advise a person who is not under arrest and not in custody or
otherwise significantly deprived of his/her freedom of his/her Miranda
Rights prior to questioning

g.

Shall not use coercion or duress as a means of obtaining a confession or
admission.

h.

Equipped with audio/visual recording devices shall record the issuing of
the Miranda Warnings and the subject waiving or invoking their rights.

Right to Counsel. Sworn personnel:
a.

Shall not improperly deprive individuals of their right to counsel.

b.

Must realize that only the person being questioned has the authority to
invoke their right to counsel.
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c.

Shall stop all questioning of an individual when the individual makes a
request for an attorney or invokes their right to remain silent.

d.

Made aware of an attorney’s arrival, retainer, or wish to speak to a person
being questioned, shall inform the individual of such.

Reporting Requirements. In any incident in which a suspect/defendant has
invoked his/her right to silence or legal counsel, the reporting officer must clearly
state the following information in the incident report:
a.

Which right was invoked?

b.

Was the suspect in custody at the time of invocation?

D.

COMPLIANCE. Violations of this policy or portions therefore may result in disciplinary
action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Officers assigned to or assisting
other law enforcement agencies shall be guided by this policy.

F.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

N/A
4/16/12
1.18.18, 11.26.18

By order of:

Mark A. Herald, Director of Public Safety
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The CONSTITUTIONAL RIGHTS CARD shall be constructed as follows:

CONSTITUTIONAL RIGHTS
1. YOU HAVE THE RIGHT TO REMAIN SILENT.
2. ANYTHING YOU SAY CAN BE USED AGAINST YOU IN A COURT OF LAW.
3. YOU HAVE THE RIGHT TO THE PRESENCE OF A LAWYER BEFORE AND DURING
ANY QUESTIONING.
4. IF YOU WISH A LAWYER AND CANNOT AFFORD ONE, THE COURT WILL
APPOINT ONE BEFORE ANY QUESTIONING.

WAIVER
I HAVE BEEN ADVISED OF AND UNDERSTAND EACH OF THE ABOVE CONSTITUTIONAL RIGHTS, AND I AM WILLING TO ANSWER QUESTIONS.
DATED THIS ______ DAY OF_____________, 20____ AT____________ A.M./P.M.
NAME: ____________________________________________________________
SIGNATURE: _______________________________________________________
WITNESS: _______________________________ BADGE NO. ________________
(OFFICER READING RIGHTS)
WITNESS: _______________________________ BADGE NO. ________________
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A.

PURPOSE. To establish guidelines and procedures for sworn personnel who seize
property under the forfeiture law.

B.

FORFEITURE LAW. Act 104 of Public Acts of 1988, as amended, being MCL 333.7521
et seq. states: “Officers may upon reasonable cause seize for purpose of forfeit, property
from subjects they believe are in the business of, or assisting in the activity of, selling,
distributing, transporting or purchasing illegal narcotics, and the property was used to
assist in the illegal activity or was purchased or obtained from the illegal activity.”

C.

INDICATORS OF ILLEGAL ACTIVITY
1.

Any quantity of contraband that will support a felony charge.

2.

Packaging for distribution (e.g., several dime size baggies in a backpack with a
scale).
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3.

Scales.

4.

Money which is in rolls or located on different locations on the suspect’s person.

5.

Large quantity of money, which the suspect cannot account for; and

6.

A list of names, nicknames, and numbers indicating purchases & buys.

OWNERSHIP AS A REQUIREMENT
1.

Items seized by sworn members which do not belong to the suspect shall be
returned to the rightful owner.
Example: Seizure of a rental vehicle or a vehicle borrowed by the suspect where
we cannot prove the rightful owner is involved.

2.

A vehicle confiscated and forfeited, which belongs to the suspect but has a lien on
it, will be sold to pay off the loan and any profit will go to the Department.
Officers should keep in mind that ownership of a vehicle is not limited to who is
the titled or registered owner.
Example: A teen was given a vehicle and is the primary driver, but it is in his
parent’s name. If we prove it is “his” vehicle by nature of its use, then we will
win the forfeiture.
Example: Possession of money is easy to prove ownership and is usually forfeited
without any problems.

E.

FOREITURE PROCEDURE. Sworn personnel must:
1.

Have a criminal charge against the owner of the property to seize personal
property. Property can only be seized from a suspect in conjunction with a
criminal investigation. Great questioning by you or a good hit by a drug dog will
enhance your case.

2.

Fill out and present a copy of a “Notice of Seizure of Property and Intent to
Forfeit Form” to the owner when seizing property for forfeiture. It is very
important that the owner of the property be given a copy at the time of the seizure
as we may not be able to locate the subject again and we cannot proceed with the
forfeiture without the form being presented to the owner of the property. The
owner will have twenty (20) days to respond to the seizure by filing a written
claim to the Department.
The claim forms can be located online at
https://courts.michigan.gov/administration/scao/forms/courtforms/mc311.pdf or
will be provided upon request. A 10% bond is no longer required.
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PROPERTY SEIZURE FOR FORFEITURE. Sworn personnel shall:
1.

Identify criminal activity through investigation.

2.

Arrest suspect(s) if probable cause is evident or obtain a warrant later.

3.

Only seize property when the possibility of a criminal conviction exists.

4.

Identify ownership of items used to aid in criminal activity (i.e., auto, money
etc.).

5.

Properly fill out “Notice of Seizure of Property and Intent to Forfeit Form” and
present the white copy to the owner. Note: Doing this on scene is always the
best choice as locating the subject later is often difficult.

6.

Properly handle all property seized for forfeiture as evidence. This includes
documenting:
a.

Where it was located.

b.

The officer who located it.

c.

Who collected it; and

d.

Who logged it into evidence. Note: The chain of evidence is important
and can be minimized by limiting the number of officers involved in the
chain.

7.

Weigh and properly package seized drugs individually - by only one officer - to
ensure the integrity of the evidence and aid in testifying.

8.

Always:

9.

a.

Count any money seized with at least two officers present, if possible.

b.

Allow the defendant to witness, if possible; and

c.

Utilize in-car video if available.

Tow seized vehicles for forfeiture to our station and secure it in the lower garage.
This allows for further inspection to determine its value and status of ownership
without additional storage cost.
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DOCUMENTATION
1.

The primary officer shall submit a report detailing the incident including
documentation of:
a.

All seized items.

b.

Proper procedure for the use of the forfeiture/seizure form.

c.

Probable cause for the arrest and seizure of property.

2.

All other involved officers shall submit supplementary reports documenting their
involvement and observations.

3.

Video recordings of the incident shall be submitted as evidence by all involved
officers.
Note: ** SEIZED VEHILCES DO NOT GET ENTERED AS IMPOUNDED.

H.

REFERENCE INFORMATION. The following policies, procedures and local ordinances
may assist officers in forfeiture incidents:
•

Manual of Policy & Procedure Section 10-19: Searches & Seizures

•

Manual of Policy & Procedure Section 14-13: Vehicle Impounds & Release

•

Manual of Policy & Procedure Section 14-7: Property & Evidence
Management

I.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

J.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

K.

POLICY HISTORY
Rescinds:
Adopted:

Patrol Manual – Forfeiture Procedure
4.16.12
Revised:
4.4.18, 12.3.18, 5.14.20

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To provide guidelines for accepting interim bonds and processing bonds by
City personnel.

B.

POLICY. Sworn members shall:

C.

•

In general, accept interim bonds for all eligible persons arrested on misdemeanor
offenses pending arraignment.

•

Ensure all interim bonds are posted in the form of U.S. currency only. Bail bond
cards, credit cards, and personal or payroll checks will not be accepted.

DEFINIIONS
Interim Bond. A cash deposit or other assurance by the person arrested to guarantee his
or her appearance.

D.

INTERIM BOND - SUBJECT NOT LODGED
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Sworn members shall:
a.

Obtain the “Interim Bond Receipt Book” from the sergeant’s office.

b.

Obtain the exact bond or an excess of bond (cash only) from the subject
and:
1)

Provide a copy of the bond receipt to that person.

2)

Have the bond receipt signed by:
a)

The subject posting the bond; and

b)

Two public safety officers/sergeants who have counted the
money, and, if possible, record the transaction of money on
in car video.

c.

Advise the arrested subject of the proper court and date he/she is to
appear. This information will be provided by the LEIN operator from
KCSD.

d.

Indicate in the incident report that:

e.

f.

1)

Bond was secured.

2)

The interim bond receipt number is recorded.

3)

Two copies of the receipt are with the money in an envelope.

4)

The 4th copy of the interim bond receipt was forwarded to the
captain; and

5)

The money was placed in the “PBT Money Box” or turned over to
the Finance Department if it is during normal business hours.

Place the court copy and records copy of the receipt in an envelope with
the cash and forward the envelope to the Finance Department or place it in
the “PBT Money Box” if the Finance Department is not open. The
PSO’s/sergeant who received and counted the money shall:
1)

Place the money and receipts into an envelope; and

2)

Both initial and date the envelope.

Forward the 4th copy of the receipt which is “Goldenrod” in color, to the
captain.

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Interim Bond Process
2.

3.

4.

E.

F.

10-13.3

Staff sergeants/sergeants shall:
a.

With one of the on-scene officers, verify the amount of cash and then
place the cash and receipt in an envelope.

b.

During normal business hours, make sure the bond money is forwarded to
the Finance Department for processing.

c.

During non-business hours, make sure the money is placed in the locked
“PBT Money Box” located near the complaint window.

The captain shall:
a.

Receive and review the 4th “Interim Bond Receipt” copy.

b.

Complete a voucher request for payment of the bond to the appropriate
court.

Finance Department staff shall:
a.

During normal business hours, assign an account number and complete a
cash receipt.

b.

Check the “PBT Money Box” and retrieve any money which is inside.

c.

Enter the money into BS&A using the interim bond receipt number as a
reference number.

d.

Obtain a voucher request from the captain and pay the appropriate court
the proper amount that was obtained.

INTERIM BOND – WHEN LODGED AT KCCF. KCCF staff shall:
1.

Accept interim bond after the suspect is processed by KCCF personnel; and

2.

Receive the bond money and assign the appropriate court date.

BONDS FOR OUT-OF-STATE TRAFFIC LAW CITATIONS
1.

Sworn members shall:
a.

Complete the traffic stop and issuance of a citation in the same manner as
a resident of the state. Unless:
1)

A magistrate is available for immediate appearance and the person
stopped demands an immediate appearance, the officer
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immediately shall take the nonresident driver before the magistrate
to answer for the civil infraction.
2)
b.

If a formal hearing is requested, the hearing shall be scheduled as
it normally would be.

Release the nonresident upon his or her personal recognizance. Do not
take:
1)

Bond money, or there:

2)

License in lieu of bond.

G.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

H.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

I.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
4/16/12
11.20.17, 4.13.18, 8.20.18, 8.24.18, 11.26.18, 7.4.19, 12.19.19, 12.20.21

By Order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish guidelines and policy that addresses the processing and holding
of arrestees and/or prisoners.

B.

POLICY
1.

2.

Holding arrestees/prisoners
a.

The East Grand Rapids Department of Public Safety is not equipped with
a holding area for prisoners.

b.

Sworn members shall:
1)

Transport all prisoners to the Kent County Sheriff’s Office for
detention and processing.

2)

Ensure any arrestee/prisoner brought to the station for an interview
is under constant supervision at all times.

Processing arrestees/prisoners
a.

The East Grand Rapids Department of Public Safety is not equipped with
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a holding/processing area for prisoners.
b.

Sworn members shall transport all prisoners to Kent County Sheriff’s
Office for detention and processing.

C.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

D.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

E.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

N/A
7.31.18
12.10.18

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish policy, procedures, and guidelines for managing the search and
seizure process by sworn personnel.

B.

POLICY CONSIDERATIONS
1.

The Fourth Amendment to the U.S. Constitution strictly limits the power of law
enforcement officers to make searches. With a few very limited exceptions, officers
can make a search only if there is probable cause to believe that evidence of a crime
is in the place to be searched.

2.

The probable cause test for a search is like the probable cause test for an arrest. It
requires a reasonable belief, based on a reliable source, that contraband or evidence
of a crime is in the place to be searched. It must go beyond mere suspicion or an
educated hunch. On the other hand, it is less than absolute certainty. The evidence
needed to make a search does not have to amount to proof of guilt. It must show
that evidence or contraband is probably in the place to be searched.
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3.

Officers shall meet the requirements of a valid search for each search conducted.
Searches shall be limited in time and area and shall be directed toward specific
things.

4.

Even a small movement of an object is a search if the movement allows an officer
to see something the officer would not otherwise have seen.

5.

Evidence seized in an improper search cannot and shall not be used. (This concept
is known as the “Exclusionary Rule.”) The exclusionary rule does not generally
apply if an officer reasonably relies on a warrant that turns out to be invalid, or on
a statute that is later declared unconstitutional.

6.

A search can and shall continue only until its purpose has been met unless exigent
circumstances dictate otherwise.

7.

All searches require a warrant, unless they fall into one of the following exceptions
to the warrant requirement:
•
•
•
•
•
•
•
•
•
•

Search incident to an arrest;
Search based on probable cause and exigent circumstances;
Search based on a plain view/open view/open field situation/plain touch/plain
smell;
Search based on consent;
Search based on a stop and frisk situation;
Search based on impounding a vehicle and its inventory;
Search based on an emergency;
Search based on hot pursuit;
Administrative search (usually does not concern patrol); and
Border search (usually does not concern patrol).

Note: The justification for a warrantless search shall always be included in the
officer's report.
C.

EXCEPTIONS TO SEARCH AND SEIZURE
1.

Search incident to arrest. Sworn personnel may:
a.

Search an individual after a lawful arrest, and contemporaneously with the
arrest. The search is specifically made with the intent to locate weapons or
evidence, and the search shall be confined to areas within reach of the
defendant.

b.

When making an arrest, search for weapons, evidence, and contraband
incident to the arrest.
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c.

Search the arrestee and the immediate area within the arrestee’s reach and/or
close control for weapons, evidence, and contraband. This search shall
encompass the arrested person’s clothing (shirt, blouse, pants, coats, and
jackets) as well as all accessory items (purses, etc.) within the arrestee’s
control.

d.

If any factors exist which suggest that a more thorough search is
appropriate, either to locate evidence or for the protection of the officer,
arrestee or others, an officer of the same sex as the person in custody should
conduct the search. Officers should request assistance from an on duty or
area agency officer as needed.

e.

In a search incident to an arrest in a dwelling or building etc., make a
"protective sweep", of areas, "immediately adjacent" to the defendant.
However, officers should note that the protective sweep of an area
immediately adjacent to the defendant is only permitted when the officer
can articulate facts that would justify a "Terry" type frisk. There is no
requirement for probable cause or reasonable suspicion, merely the
requirement that the officer articulate facts which would cause him to
believe that there was a danger.

f.

Extend the protective sweep beyond the area immediately adjacent to the
defendant, (i.e., into other rooms, attic, basement etc.) if the officer meets
the burden of reasonable suspicion.

g.

Conduct a vehicle (Arizona v. Gant, 556 U.S.-2009) search incident to the
arrest of an occupant when either of two circumstances exists:

h.

1)

First, officers may search the defendant, and the passenger
compartment of the defendant's vehicle, when the defendant is
within “reaching distance of the passenger compartment.” Note:
When the arrestee has been secured in the police cruiser, he/she is
not within reach of the vehicle.

2)

Second, officers may search a vehicle incident to arrest if they
reasonably believe the vehicle contains evidence of the crime for
which the person was arrested.

Search incident to arrest for a bondable misdemeanor. Sworn personnel:
1)

May search the defendant, and passenger compartment of the
defendant’s vehicle, when the defendant is arrested for a
misdemeanor pursuant to the Interim Bond Act (MCL §780.581), if
the conditions outlined in C.1.g.1&2 (Arizona v. Gant) are met. The
search should be completed on the street at the scene.
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Should inform the arrested person of his or her right to post bond.
If the person is not informed of his/her right to post bond, any
subsequent search at the station may be illegal.

Probable cause with exigent circumstances. Sworn personnel may:
a.

Conduct a search without a warrant if the officer can articulate probable
cause and exigent circumstances in a given situation.
1)

Probable cause exists when a police officer, considering experience
and training, is aware of articulable facts or circumstances which
could lead a reasonably prudent person to conclude that there is an
actual emergency, or imminent danger of removal or destruction of
evidence, requiring immediate action.

2)

Exigent circumstances:
a)

Exist when there is an emergency that justifies a warrant less
entry.

b)

Are situations wherein an officer must prevent the
destruction of evidence, or prevent the escape of a person, or
prevent injury to himself or others, or where he/she is aiding
someone inside a building, or some other emergency.

c)

Do not justify a search, but they allow you to be in a place
where another exception to the warrant requirement (i.e.,
plain view) may apply.

d)

May expire with the passage of time. Generally, exigent
circumstances are short lived, and seizures resulting from
them should be made as an immediate result of the exigency.
The more time passes following an exigent circumstance, the
more likely it is that a court will require a search warrant for
seized evidence to be admissible.

e)

Are almost always present when dealing with a vehicle
because of its mobility (The courts have said). Note: The
trunk of a vehicle may only be searched under the following
circumstances:
(1)

With a warrant; or

(2)

When the vehicle is impounded and inventoried; or

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Search & Seizure

3.

4.

10-19.5

(3)

When the search is based on probable cause and
exigent circumstances.

(4)

If the conditions outlined in C.1.g.1&2 (Arizona v.
Gant) are met, the arresting officer may search,
incident to the arrest, the passenger compartment of
the defendant's car, and any containers therein. This
includes the glove box, and the back of a station
wagon or hatchback.

(5)

The officer may not search the trunk, incident to an
arrest except as accessible from the passenger
compartment.

Plain view/plain touch/plain smell/open view/open field
a.

Plain view – is a situation where there is always some "intrusion", but the
officer has a right to be where he can observe. In observing, the officer must
have probable cause to believe that the item he observes is evidence or
contraband. The incriminating nature of the item must be immediately
apparent.

b.

Plain touch doctrine – is a principle of criminal law that allows a police
officer to seize without a warrant any contraband that the officer can
immediately and clearly identify, by touch during a legal pat-down search.
If a police officer lawfully pats down a suspect's outer clothing and feels an
object whose contour or mass makes its identity immediately apparent,
there is no invasion of the suspect's privacy beyond that already authorized
by the officer's search for weapons.

c.

Plain smell doctrine – is “a doctrine of common sense”; police officers
cannot reasonably be expected to avert their senses from evidence of
criminal activity that could be observed by any vigilant member of the
public. This is a situation where the officer is lawfully allowed to be in the
area and has probable cause to believe the odor/smell he detects is evidence
or contraband.

d.

Open view/open field – is a situation where there is no intrusion, and the
police see what the public would see; the incriminating nature of the item
observed must be immediately apparent.

Stop & Frisk (“Terry Stop/Detention” and “Terry Frisk/Pat Down”). Sworn
personnel:
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a.

In stop and frisk situations, shall base the stop on reasonable suspicion of
criminal activity. The officer must be able to articulate supporting facts,
which justify the stop. A stop does not automatically justify a frisk. The
officer must also be able to articulate an objectively reasonable belief that
the suspect presents a threat (danger) in order to perform a frisk.

b.

Can seize as evidence, any item which feels like a weapon, and turns out to
be a weapon.

c.

Plain feel doctrine. When frisking, an officer may also use his "tactile
sense" - sense of feel - to develop probable cause (i.e., an officer may feel
narcotics in a pocket and recognize the object as narcotics based on feel,
when patting for a weapon. The narcotics can be seized as evidence if the
officer could articulate probable cause to believe he recognized the item as
narcotics, based on feel).

d.

May conduct a “pat down search” in the immediate area around a suspect
and search the nearby area as an extension of the frisk.

e.

Stop and frisk of vehicles. Sworn personnel may:
1)

Order traffic violators out of a vehicle.

2)

Order passengers out of a vehicle to protect the officer(s) from
unobserved movements that could be assaultive.

3)

Frisk passengers if the officer fears there are weapons, but the
officer must be able to articulate those fears.

Consent searches are exceptions to the warrant requirement, but the consent must
be voluntary, shall not be the result of coercion or duress, and must be given by
someone with apparent authority to do so. Sworn personnel shall:
a.

Record in an official incident report (and on in-car video, if possible) all
pertinent information concerning any and all consent searches.

b.

Request a consent search only when there is an articulable reason for this
course of action to be pursued. The reason will be developed through the
officer's observation and discussion with the subject(s) involved. This
applies to property, persons, and vehicle searches. Officers shall not use
consent searches indiscriminately without regard to the totality of the
circumstances and utilize the utmost discretion and professionalism while
performing their duties, specifically regarding consent searches.

c.

Comply and limit the scope of the search if the individual giving consent
for a search requests so.
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d.

Comply and cease searching if the person giving consent withdraws their
consent. However, if a search warrant is obtained or another exception to
the search warrant exists, the search can be completed.

e.

Remain objective when there appears to be no articulable reason for
requesting a consent search. Our duty as law enforcement officers includes
the protection of constitutional rights of individuals to be free from
unreasonable searches and seizures.

Inventory searches are exceptions to the search warrant requirement, but are only
permitted for the following reasons:
a.

To protect the owner s property;

b.

To protect officers from false claims; and

c.

To protect officers from the danger of vehicle contents.

d.

Sworn personnel:
1)

May not just routinely impound and inventory any vehicle. The
reason for each impoundment should be clearly stated in each report.

2)

Shall conduct inventories according to Department policy and
Manual of Policy & Procedure Sections 14-7: Property & Evidence
Management and 14-13: Vehicle Impounds & Release.

Administrative searches
a.

Government officials can inspect for certain types of violations, which are
regulated. Such inspections might include fire codes, licensed liquor
establishments, hazardous materials, public health codes, and other
regulatory inspections.

b.

If an attempt is made to conduct an inspection or administrative search at a
business site, and the person in charge refuses the inspection or
administrative search, a warrant less search or inspection cannot be made.
In this circumstance, sworn personnel shall:
1)

Complete a report detailing all facts and circumstances and forward
it to the appropriate licensing or regulating agency for action.

2)

Apply to the court for an administrative search warrant.
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Consult with a supervisor, if a situation exists which is an
emergency or constitutes a threat to public safety.

Note: A government official cannot force an administrative search or
inspection.
8.

Emergency circumstances demand immediate action and generally justify entry
into a dwelling or building, without a warrant, in the following circumstances:
•
•
•
•
•
•

D.

When evidence would be destroyed;
When there is the threat of injury to the officer or others;
When a felon would escape;
When there is a crime in progress;
Exigent circumstances; and
Hot pursuit of a criminal.

9.

Hot pursuit refers to situations wherein an officer pursues a fleeing felon into a
home or building, etc., and then observes in plain view items that are readily
apparent as evidence or contraband. It is important to note that court cases dealing
with this exception are based on felonies, not misdemeanors. Officers should never
pursue a person wanted for a misdemeanor into his home, and then expect to base
an exception to the warrant requirement on hot pursuit. When in doubt, get a
search warrant.

10.

Border searches. Michigan law enforcement officers do not enforce customs or
immigration laws, except in conjunction with Federal agencies.

STRIP SEARCHES & BODY CAVITY SEARCHES. Michigan law closely controls the
use of strip and body cavity searches by law enforcement officials. Statutory provisions
governing strip and body cavity searches can be found at §28.884 of Michigan Compiled
Laws.
1.

Strip searches. A person arrested or detained shall not be strip searched unless both
of the following occur:
a.

The person arrested is being lodged into a detention facility by order of a
court or there is reasonable cause to believe that the person is concealing a
weapon, a controlled substance, or evidence of a crime; and

b.

Written authorization must be on a “Department of Public Safety
Strip/Body Search Report Form.” This report must be signed or approved
by either the Director or Captain.
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Staff sergeants and sergeants are hereby authorized by the Director
of Public Safety to grant written authorization to conduct a strip
search only when the request has been reviewed and approved orally
by an officer of the rank of Captain or higher, where that officer is
not readily available to sign the form.

Strip search conditions. Strip searches conducted under this policy shall be
performed:
a.

By a person of the same sex as the person being searched; and

b.

In a place which prevents the search from being observed by a person not
conducting or necessary to assist with the search. A law enforcement officer
who assists in the strip search shall be of the same sex as the person being
searched. Any officer(s), who during a search:
1)

Feels an article which he reasonably believes to be a weapon (e.g.,
gun, knife, etc.) shall search without delay that area only to retrieve
the weapon.

2)

Incident to arrest feels something other than a weapon that is only
retrievable via a strip search, must detain and observe the person
until proper authorization has been obtained.

Strip search - reporting requirements. If a strip search is conducted under this
policy, the arresting officer shall complete a “Department of Public Safety
Strip/Body Search Report Form.” The report shall include the:
a.

Name and sex of the person subjected to the strip search;

b.

Name and sex of the person conducting the strip search;

c.

Name and sex of any person who assists in conducting the strip search;

d.

Time, date, and place of the strip search;

e.

Justification for conducting a strip search;

f.

List of all items recovered from the person who was strip searched; and

g.

Copy of the written authorization required under this policy.

A copy of the report required by this policy shall be given without cost to the person
who has been searched, subject to deletions permitted by §13 of the Freedom of
Information Act, Act Number 442 of the Public Acts of 1976, being §15.243 of
Michigan Compiled Laws.
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5.

Officers are advised that Michigan law holds that any law enforcement officer or
employee of a law enforcement agency who conducts or authorizes a strip search
in violation of the statute is guilty of a misdemeanor.

6.

The provisions set forth under MCL §28.884 do not apply to the strip search of a
person lodged in a detention facility by an order of a court, or in a state correctional
facility under the jurisdiction of the Department of Corrections.

7.

Body cavity searches

3.

4.

a.

Definition. A body cavity search is the physical intrusion into a body
cavity, meaning the interior of the human body not visible by normal
observation, being the stomach or rectal cavity of a person and vagina of a
female person, for the purpose of discovering any object concealed in a
body cavity.

b.

Body cavity searches shall not be conducted without a valid search warrant.

c.

If a valid search warrant has been issued, a body cavity search shall not be
conducted unless the person conducting the search has obtained prior
written authorization from the Director or designee.

Body cavity searches - persons authorized. Body cavity searches:
a.

Shall be conducted by a licensed physician. In the absence of a licensed
physician, body cavity searches may be done by a physician’s assistant,
licensed practical nurse, or registered professional nurse, if the person
conducting the search is acting with the approval of a licensed physician.

b.

Being conducted by a person of the opposite sex shall be conducted in the
presence of a person of the same sex as the person being searched.

Body cavity searches - reporting requirements. If a body cavity search is conducted
under this policy, and pursuant to a valid search warrant, the law enforcement
officer who executes the warrant shall complete the “Department of Public Safety
Strip/Body Search Report Form.” The report shall include the:
a.

Copy of the search warrant;

b.

Name and sex of the person to be searched, if not contained in the warrant;

c.

Name of the person who conducted the search;

d.

Time, date, and place of the search;
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e.

List of all items recovered from the person who was searched; and

f.

Name and sex of all law enforcement officers, or employees of the law
enforcement agency present at the search.

g.

A copy of the report required by this policy shall be given without cost to
the person who has been searched, subject to deletions permitted by §13 of
the Freedom of Information Act, Act Number 442 of the Public Acts of
1976, being §15.243 of Michigan Compiled Laws.

Officers are advised that Michigan law holds that any law enforcement officer or
employee of a law enforcement agency who conducts or authorizes a body cavity
search in violation of the statute is guilty of a misdemeanor.

SEARCHES WITH A WARRANT. The United States Constitution states that the right of
the people to be secure in their persons, houses, papers, and effects against unreasonable
searches and seizures shall not be violated, and no warrants shall be issued, but upon
probable cause, supported by oath or affirmation, and particularly describing the place to
be searched, and the person or things to be seized.
1.

Search warrant procedure. Sworn members shall:
a.

Establish probable cause to obtain a search warrant.

b.

Type out the search warrant and affidavit.
1)

The search warrant and the affidavit should both describe the area
to be searched and the items to be seized.

2)

The affidavit should list the probable cause needed to obtain the
search warrant.

3)

Take the search warrant to the 63rd District Court and have it signed
by the judge/magistrate.

4)

Seal the search warrant with the state seal.

5)

Leave the original signed search warrant and affidavit at the court
along with a copy of the report. Make copies for yourself.

c.

Execute the search warrant.

d.

Tabulate all items seized and document them on the “Return of Search
Warrant Form.”
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1)

A copy of the search warrant and return to search warrant will be
left or given to the person/place that was searched.

2)

A copy should be returned to the court that issued the search warrant.

Note: Except for OWI blood search warrants, officers shall obtain authorization
from a supervisor prior to seeking a search warrant.
2.

Neutral magistrate requirement. The Fourth Amendment refers to the "issuing" of
a warrant. A search warrant may only be issued by a neutral and detached judicial
officer. The warrant may not be issued by law enforcement personnel, including a
sworn officer who may also be a deputy court clerk, for the purpose of acting as a
court officer, or to transport prisoners.

3.

Geographic limits

4.

a.

District Courts have statewide authority for issuing warrants which are valid
in any county.

b.

Search warrants signed by a judge or magistrate do not require the signature
of a prosecuting attorney, but it is strongly encouraged that such prior
approval/signature of the prosecuting attorney be sought whenever possible.

c.

Search warrants are issued pursuant to statute in Michigan, (MCL
§780.651).

d.

All normal warrant requirements should be followed with respect to
phone/faxing warrant requests.
1)

Faxed search warrants are authorized by statute (MCL §780.651).

2)

The affiant’s oath need not occur in the physical presence of the
judge. The oath may be administered over the phone.

3)

Proof that the affiant signed the affidavit may consist of
electronically or electromagnetically transmitted facsimile.

4)

Proof that the judge signed the warrant may consist of electronically
or electromagnetically transmitted facsimile.

Probable cause
a.

Probable cause to search exists when a police officer, in light of experience
and training, is aware of articulable facts or circumstances which could lead
a reasonably prudent person to conclude that the items sought are in the
place to be searched.
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a)

All areas that officers desire to search shall be designated. In
cases where officers wish to conduct a complete search of a
home and its surroundings, the affidavit should specify a
"premises" search and its "curtilage" and should identify any
outbuildings such as garages, tool sheds or barns, where
appropriate.

b)

Motor vehicles known to be on the premises that may be
searched should be specified.

This does not mean that you must demonstrate that the items you
seek are likely to be at the place to be searched; only that it is
reasonable to believe that they are.

Probable cause may be established by named and unnamed informants, if
the affidavits contain one or more of the following:
1)

If the person is named and makes affirmative allegations in the
affidavit that he/she spoke with personal knowledge concerning the
facts/information, or

2)

If the person is unnamed, he/she shall make affirmative allegations
in the affidavit that he/she spoke with personal knowledge
concerning the facts/information, and it must also be shown that the
unnamed person is either credible or the information is reliable.

Delay in obtaining the warrant. There are two types of delays that may
affect the existence of probable cause. One is the delay involved in
obtaining the warrant after developing the probable cause. The other is the
delay in executing the warrant after it is obtained. These delays are referred
to as "staleness".
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The test for staleness for both situations is whether or not it is
reasonable to believe that the evidence sought would still be in the
place to be searched. In these situations, the nature of the item may
be a factor (i.e., narcotics are moved frequently, yet a five-ton
printing press may not be moved. etc.). Officers should seek advice
from the Prosecutor s Office regarding questions of staleness.

e.

Anticipatory search warrants may be sought when it can be shown the
evidence in question will be at a specific location at some time in the near
future.

f.

Affidavit supported by oath or affirmation

g.

1)

Any officer who is an affiant, or any citizen who is an affiant, shall
be under oath at the time the warrant is obtained. The affiant shall
swear to the facts in the affidavit and sign the affidavit.

2)

An oath may be given over the phone.

3)

Officers should make every attempt to validate warrant information.

4)

Oaths should never be viewed as routine and commonplace, but with
careful thought given to the process.

5)

Include the date and time of the allegation, as this helps to avoid
staleness and shows that the information is recent.

Describing the place to be searched
1)

The search warrant shall describe the place to be searched with
“particularity” - this means specificity. Always err on the side of
caution. If a residence is to be searched, give the street address and
its geographic location (e.g., northeast corner, or third house from
the corner, etc.). Where a multiple unit dwelling is to be searched
describe the location and give the address (e.g., the apartment in the
southwest corner of the building, marked 203, on the second floor,
etc.).

2)

On occasion, an error is made, and the address is incorrect. If only
an address was used, it is difficult to defend the warrant, because the
requirement of "particularity" is missing. This problem can be
avoided through use of geographic locations, and additional
descriptions (i.e., 1234 Elm Street, a two-story brick building, with
white trim, located on the southeast corner of the block, between
Oak and Walnut Streets).
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Executing the warrant. Sworn personnel shall:
1)

Review search warrants issued by judicial authorities to ensure they
include all pertinent information set forth in the affidavit accurately
and completely, and that the warrant has been properly signed.
Officers shall not attempt to serve any warrant that is known to
contain substantive or administrative errors; and

2)

Adhere to departmental policy when determining whether to utilize
a Special Response Team for execution of the warrant.

3)

Knock and announce requirements. Sworn personnel shall:

4)

a)

Knock and announce their presence before forcing the door
open.

b)

NOT knock and announce if doing so would cause harm or
danger to the officers. However, the burden is on the officers
to show exigent circumstances which precluded the knock
and announce requirement. (MCL §780.657) A NO-KNOCK
CLAUSE should be in the affidavit and search warrant,
outlining the exigent circumstances, prior to the execution of
the search warrant.

c)

Approval to request a No-Knock Search Warrant shall be
obtained from the Director or Captain prior to requesting the
search warrant.

Persons found at the scene
a)

A warrant does not authorize the search of persons who
might be on the premises at the time the warrant is executed.
These people can be detained, but the warrant alone does not
authorize searching them. That is why, when possible,
individuals known to be in the house, such as a seller of
controlled substances, should be named and described in the
affidavit, as a place (person) to be searched.

b)

Officers may detain a person on private or public premises
when they execute a search warrant because the warrant
permits the officers to conduct the search safely and prevents
the destruction of evidence. These persons may also be
handcuffed and frisked if the officer has reasonable
suspicion to believe the person presents a threat.
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i.

When executing a warrant on public premises, officers may
not routinely search persons found on the premises unless
they are named in the warrant, there is probable cause to
believe they possess narcotics, or they are searched incident
to a lawful arrest.

Seizure at the scene
a)

6)
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When specifically named in the warrant, the police may
search for and seize:
(1)

Implements of the crime – items used in the
commission of the crime. The warrant should
authorize search for parts, pieces, or components of
an item where the item may be dismantled.

(2)

Fruits of the crime (e.g., money or property, etc.).
Evidence (e.g., clothing, money, blood, etc.).

(3)

Contraband (e.g., narcotics, etc.) Note: A search
warrant for narcotics in a home includes every
container within the home where the narcotics could
be hidden (e.g., drawers, closets, boxes, and
suitcases, etc.).

Items NOT specifically named in the warrant may:
a)

Be seized if it is immediately apparent that such items are
contraband or evidence. (i.e., plain view exception).
However, to actively expand the scope of the search, a fresh
warrant should be obtained.

b)

Not be moved for the purpose of viewing serial numbers
(e.g., furniture, stereos, or televisions, etc.) - unless named
on the warrant.

The warrant return. A copy of the:
1)

Warrant shall be given to the person on the premises or left on the
premises.

2)

Inventory of items seized shall be left at the scene, with the warrant
copy.
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F.
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Affidavit does not have to be left at the scene. The court is required
to hold the affidavit as a non-public record for a 56-day period. The
Prosecutor may file a motion in court to extend this period. The
suppression of the affidavit as a non-public record does not apply to
a defense attorney in the discovery process.

Minimizing damages to the searched premises. Sworn personnel shall:
1)

Make every attempt to minimize unnecessary damage to the
premises, pursuant to Michigan law; and

2)

Attempt to re-secure the premises following the search if there is no
appropriate person present to take custody of the scene.

CRIME SCENE SEARCHES
1.

Officers may enter a crime scene without a search warrant based on the emergency
exception previously outlined in section C.8. of this policy. However, it is
incumbent on the officer to be aware at what point a search warrant must be
obtained.

2.

Crime scene searches and emergency searches. Sworn personnel:
a.

Must realize there are many situations involving "exigency" which do not
have as their purpose the seizure of evidence and do not involve probable
cause to believe evidence will be found. These warrantless entries are better
described as "emergency circumstances" entries and are not true warrant
exceptions because they don't have as their purpose the seizure of particular
items on probable cause. Rather, they are constitutional if reasonable. They
are concerned with what is termed the "community caretaking function" of
the police, usually involving concern with the safety of an individual or
individuals.

b.

Shall determine if a search warrant is needed to continue a further search of
the crime scene for evidence once the:

c.

1)

Scene is secure;

2)

Injured have been cared for; and

3)

Safety of the victim(s), the general public, and their own safety have
been secured.

In their deliberations, shall consider the following:
1)

Is the crime scene accessible to and open to the public?

2)

Is there any possibility that the suspect(s) or anyone may have a
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reasonable expectation of privacy at the scene?

d.

3)

If the scene is on private property, are there issues relating to
curtilage guidelines?

4)

Curtilage is an area where the law recognizes an expectation of
privacy.

5)

If the crime scene is open and accessible to the general public, a
warrant is not required.

6)

If the crime scene is on private property and there are concerns
relating to curtilage and/or there exists an expectation of privacy,
then the officers should seek a search warrant or consent to search.

May not be able to continue searching in that place without a warrant or
consent once the emergency that allowed for the warrantless entry no longer
exists. This may require the officer(s) to secure the scene by removing
people and preventing access until a warrant is obtained.

G.

REPORTING. Whenever a Department member conducts any search, a police report shall
be completed. The report should include the following information: Justification for the
search, a description of the person or location searched, and any contraband located. If no
other report is written as a result of the search, the officer shall obtain a case number and
submit the report with a file class of 9800-7 (suspicious situations).

H.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

I.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy unless otherwise
ordered by the Director of Public Safety or designee.

J.

POLICY HISTORY
Rescinds:

General Order #47 – Searches, Searches Incident to Arrest, Strip Searches,
Body Cavity Searches – revised 10.1.07

Adopted:

4.16.12

Revised:

10.16.17, 12.12.18, 7.3.19, 10.3.19, 11.22.19, 12.17.19, 12.23.20

By order of:
Mark A. Herald, Director of Public Safety
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PURPOSE. To establish guidelines and procedures for sworn personnel:
1.

When transporting prisoner(s) to the Kent County Correctional Facility; and

2.

That maximizes the safety of East Grand Rapids Department of Public Safety
personnel and persons in custody.

PROCEDURES
1.

Vehicle searches. Sworn members shall:
a.

Check their assigned vehicle at the beginning and at the end of their tour
of duty to ensure there are no weapons or contraband present.
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2.

3.

b.

Re-check the vehicle at the end of their tour of duty, before a prisoner
transport, and after prisoner transports for weapons or contraband.

c.

If they are the officer finding the item(s), log in any weapons or
contraband found as evidence and complete all required reports.

Prisoner searches. Sworn members shall:
a.

Search all individuals incident to an arrest.

b.

Search all individuals upon receiving the individual from another officer
prior to placement in the transport vehicle.

c.

Give due respect to gender differences. Officers should avoid searching
persons of the opposite gender if an officer of the same gender is
reasonably available to do so.

Handcuffing. Sworn personnel shall:
a.

4.
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Handcuff all persons under arrest behind their back prior to transport,
Exceptions: Sworn members:
1)

Depending on circumstances, may or may not apply handcuffs in
front to individuals with injury, physical deformity, or extremes in
age (i.e., young children or the elderly).

2)

May remove handcuffs from an individual if medical treatment is
required. Officers may consult with medical authorities to seek
other methods of restraint; however, medical treatment is the
highest priority.

3)

In emergency situations, may not have the opportunity to double
lock the cuffs at the time they are applied, but shall do so at the
first opportunity.

4)

May use flex cuffs in lieu of handcuffs during mass arrests or at
the direction of a supervisor.

b.

Use care when applying handcuffs to avoid unnecessary injury to a
prisoner.

c.

Double lock all handcuffs and visibly check them for proper adjustment.

Seatbelts and child safety seats. The transporting officer shall make sure seatbelts
and child safety seats will be used in accordance with state laws. Extenuating
circumstances where this is not possible shall be documented.
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Positioning restrained prisoners. Sworn personnel shall:
a.

b.
6.
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Be aware that positional asphyxia:
1)

Can result in the serious injury or death of prisoners;

2)

Occurs when the position of the body interferes with respiration,
resulting in asphyxia; and

3)

Is possible whenever a prisoner is maximally restrained (e.g., hogtied) and in a prone position.

At no time allow any person in their custody that is maximally restrained
to be in a prone position.

High risk prisoners. Sworn members shall:
a.

Consider persons in police custody who display characteristics of cocaine
psychosis, excited delirium, or post drug impairment syndrome as “high
risk prisoners.” These individuals could suffer serious injury or death
while in custody. Commentary: Without warning, high risk prisoners can
suddenly collapse and die, generally within an hour after restraint. These
individuals could display symptoms such as paranoia, aggression toward
objects (particularly glass), bizarre activity such as disrobing, running
through backyards, yelling, hiding in bushes or behind cars, extreme
strength, hyperthermia, profuse sweating, dilated pupils, hearing voices,
feeling bugs on or under the skin, seizures, high blood pressure, high pulse
rate, thrashing after restraint, jumping into water, self-inflicted injury.

b.

Whenever possible, transport high risk prisoners with two officers. The
second officer shall maintain observation of the prisoner monitoring skin
color, breathing and level of consciousness. At night, officers shall have a
light on inside the vehicle to allow for prisoner observation. Prisoner
observation shall be maintained during booking. Jail personnel shall be
advised of the prisoner’s status and symptoms observed.

c.

If any abnormalities are observed or if there is doubt concerning the
prisoner’s condition, immediately transport the individual to the nearest
emergency medical facility or call paramedics to the scene, based on the
officer’s judgment as to which will provide the fastest access to advanced
life support and professional medical care.

d.

Pay particular attention to subjects that have or are displaying bizarre
behaviors such as violent and combative resistance, extreme strength,
paranoia/fear, self-inflicted injuries, purposeless running or movement,
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aggressive behavior towards objects (particularly glass), disrobing, hiding,
thrashing after restraint, shouting, hearing voices, or subjects that are
combative then suddenly tranquil.
e.

C.

D.

Note any physical symptoms, which can include but are not limited to
profuse sweating, dilated pupils, high blood pressure, hyperthermia,
inability to breathe, talking incoherently, uncontrolled shaking, bluish or
gray skin tone, foaming at the mouth, or seizures.

TRANSPORTATION OFFICER RESPONSIBILITIES. Sworn members shall:
1.

Be responsible for prisoner care, custody, and safety until such responsibility is
accepted by another officer or detention facility.

2.

Not become involved in providing police services to a third party; except, where
risk to those persons is both clear and grave and the risk to the prisoner is
minimal.

3.

Not normally allow other persons (e.g., family, attorney, friends, etc.) to confer
with the prisoner during transport in order to maintain adequate security
precautions.

4.

Maintain, at minimum, sight contact of the prisoner at all times except:
a.

When the prisoner is placed into a secure restroom facility; or

b.

During medical treatment that would endanger the officer; or

c.

During sensitive medical procedures on prisoners of the opposite sex.

5.

Ensure that any juvenile detained or taken into custody is not confined, or
transported with, or compelled or permitted to associate with adult prisoners.

6.

Not transport male and female arrestees in the same vehicle.

7.

If EMS transports the subject to a medical facility for further treatment or
evaluation, accompany the subject either in the ambulance or immediately
following in a Department police vehicle.

TRANSPORT PROCEDURES. Sworn members:
1.

Transporting subjects in a vehicle equipped with a protective divider should
remain in the front seat unless it is necessary to protectively restrain a person in
custody. The security screen shall remain closed during all single officer prisoner
transports.
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a.

During a single officer transport, the officer shall be in the driver’s front
seat with the prisoner secured in the rear passenger side seat.

b.

Officers transporting prisoners in a vehicle without a divider, or officers
transporting high risk or combative prisoners shall use two officers for the
transfer. One officer should be seated behind the driver, and the subject
should be seated in the rear passenger side seat.

2.

When transporting subjects of the opposite gender or juveniles, shall notify
dispatch of their odometer reading when beginning and upon reaching their
destination.

3.

Shall use the most direct route of travel to their intended destination when
transporting a prisoner. Stopping at locations along the transport route is
discouraged and shall be avoided except for emergency situations.

ARRESTED PERSON’S ESCAPES. In the event of an arrested person’s escape or
attempted escape during transport, the responsible/transporting officer shall:
1.

Immediately advise dispatch of the:
a.

Location of the escape or attempt;

b.

Arrested person’s direction of travel and physical description;

c.

Any weapons possessed by the prisoner and/or officer cautions;

d.

Status/condition of the officer(s);

e.

Status/condition of the escaped prisoner;

f.

Status/condition of any other prisoner still in custody; and

g.

Original charge against the arrested person.

2.

Notify, or request dispatch to contact, a supervisor who shall respond to the
escape scene. The supervisor shall then notify the Director of Public Safety. If
the escape occurs outside of Kent County, the supervisor shall receive approval
from the Captain or the Director of Public Safety prior to going to the escape
scene.

3.

When an escape occurs outside East Grand Rapids, request dispatch immediately
notify the appropriate jurisdiction(s).

4.

Upon capture of the escapee(s) or upon conclusion of the immediate search,
complete a written incident report under the appropriate file class code prior to the
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end of their tour of duty. In the event an officer is disabled and unable to
complete the report, the on-duty supervisor shall complete the incident report.
F.

G.

PROSECUTOR NOTIFICATION. Detective Sergeant shall ensure that:
1.

All incidents involving an escape are assigned to the Detective for follow-up; and

2.

The case is forwarded to the Prosecutor’s Office for review and issuance of
appropriate charges against the escapee.

VEHICLE MODIFICATIONS. Transport vehicles shall be equipped with:
1.

Front and back divider screens;

2.

No door handles;

3.

No window cranks or buttons to lower the window;

4.

Doors where a prisoner sits can only be opened from the exterior of the
vehicle; and

5.

In car video cameras in the front and a back-seat camera that are compliant with
Manual of Policy & Procedure Section 15-10: In-Car Video System.

H.

PERSONAL PROPERTY IN VEHICLES. When
transferring
prisoners,
sworn
personnel shall remove all personally owned equipment and supplies from the area in
which the prisoner is being transported. Any damage, destruction or contamination of
personal property not properly secured out of the reach of prisoners shall not be the
responsibility of or replaced by the City of East Grand Rapids.

I.

CITY OWNED PROPERTY IN VEHICLES. When transferring prisoners, sworn
personnel shall remove all City owned equipment and supplies from the area in which the
prisoner is being transported in order to prevent any damage, destruction, or
contamination of these items.

J.

KENT COUNTY CORRECTIONAL FACILITY – RECEIVING. Upon arrival at the
Kent County Jail - Receiving Area, sworn personnel shall:
1.

Secure all weapons in the “Weapon Boxes” provided when available. Unless it is
the only option, officers should not place their weapons in the trunk of their patrol
vehicle.

2.

NOT remove a prisoner from the patrol car prior to securing his/her weapons.

3.

When picking up a prisoner at the Kent County Jail - Receiving Area, secure their
weapons as described above. Once the prisoner is secured in the patrol car, the

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Transporting Prisoners

10-22.7

officer(s) may then retrieve his/her weapon(s).
K.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

L.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

M.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

General Order #36 – Transporting Prisoners, 10.1.07
2.1.12
5.30.17, 7.9.18, 12.12.18, 6.30.19, 10.11.19, 12.10.19

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish warrant guidelines and procedures for sworn personnel making
arrests on weekends.

B.

SPECIFIC RESPONSIBILITIES
1.

Obtaining a warrant. Sworn personnel shall:
a.

Log in to Karpel at:
https://migov.hostedbykarpel.com/MIKentCaseInfoSearch/login.aspx
1)

A username and password were provided to you.

2)

A step-by-step direction sheet has been placed into PowerDMS
under Forms. Note: See Karpel instructions.

3)

Complete each step making sure to load the reports, LEIN/CCH
information, CPL information, complete all witness information,
enter the charge, and make sure everything is completed prior to
submitting the request.

4)

Once everything is submitted in Karpel, you DO NOT need to bring
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anything to the prosecutor’s office.

2.

b.

If you are going to be later than 0900 hours, contact the prosecutor by
calling the appropriate phone number from the “On Call List” which is
located in the box outside of the detective sergeant’s office. Names on the list
rotate and the numbers will change depending on who is on call. They are
usually ready for business by 0830 and like to be done by 1000 hours.

c.

Ensure the prosecutor signs the “Warrant” after it is reviewed and granted
by him/her.

d.

Fax the signed warrant and affidavit to the on-call judge/magistrate.
Contact them via telephone and the judge or magistrate will have you
swear to the warrant and affidavit of probable cause.

e.

They will sign the warrant and fax back a signed copy.

f.

Fax a copy to the KCCF at 632-6315 so the person can bond out.

If you:
a.

Have any questions regarding this procedure, contact the detective
sergeant on his/her cellular telephone.

b.

Cannot get a hold of the detective sergeant, contact the prosecutor for
assistance.

C.

COMPLIANCE: Violations of this policy, or portions thereof, may result in disciplinary
action.

D.

OFFICERS ASSIGNED TO OTHER AGENCIES: Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

E.

POLICY HISTORY
Rescinds:
Patrol Manual – Weekend Warrant Procedure
Adopted:
4.16.12
Revised:
6.28.18, 12.12.18, 2.16.21
By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish guidelines for the use of objectively reasonable force.

B.

POLICY. All sworn members of the Department shall:
1.

2.

Employ an objectively reasonable amount of force to:
a.

Overcome the resistance offered.

b.

Affect a lawful arrest.

c.

Accomplish the lawful performance of duty while protecting the public.

NOT use unreasonable/excessive force.
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3.

Provide an injured subject medical treatment as soon as safe and practical.

4.

NOT use choke holds or neck holds that are specifically designed to cut off air flow
by compressing the trachea unless lethal force is justified.

5.

Have a “DUTY TO INTERVENE” in any situation they observe or have reason to know
that excessive force may be or is being used.

6.

Receive certain and severe disciplinary action for violation of this policy.

DEFINITIONS
Choke Hold. A physical force technique designed to cut off airflow by compressing the
trachea.
Control. Verbal or physical techniques or methods an officer uses to neutralize the
actions of a subject or to protect the subject from injuring himself or others.
Deadly Force. Any action reasonably expected to result in great bodily harm or the loss
of human life.
Dynamic Alternatives. An officer’s force response to protect human life in situations
where immediate and drastic actions must be undertaken that might involve the use of
techniques or weapons not specifically authorized by the Department (i.e., neck restraint,
striking with radio, etc.).
Force. The attempt to establish control in the presence of resistance.
Less-lethal Force. Any action not reasonably expected to result in great bodily harm or
the loss of human life.
Objectively Reasonable Force. Response to resistance “[a]ctions based upon the officers’
evaluation of the situation at the time in light of the totality of the circumstances that will
be judged based on the perspective of a reasonable officer on the scene, rather than with
the 20/20 vision of hindsight.”
Reactionary Gap. A safety zone between the officer and subject which affords the officer
more time to react to aggression.
Subject Action. Any efforts (verbal or physical) taken by a subject to defeat an officer’s
attempt to gain control.
Verbal Compliance. Any response indicating a subject’s willingness to obey. (?)
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OBJECTIVELY REASONABLE RESPONSES TO RESISTIVE ACTIONS
1.

2.

Resistance. For purposes of this policy, the Department recognizes the following
types of subject resistance:
a.

Psychological Intimidation. Nonverbal cues indicating the subject’s attitude,
appearance, and physical readiness (e.g., blank stare, clenching of fist(s),
tightening of jaw muscles, etc.) that imply potential physical resistance.

b.

Verbal Resistance. A subject’s conscious, willing, defiant, or resistive
dialogue that indicates non-compliance.

c.

Passive Resistance. Any subject behavior that does not attempt to defeat the
officer’s effort to touch or control him, but the subject will not voluntarily
comply with verbal and physical control techniques (e.g., dead weight, does
not react to verbal commands, etc.).

d.

Active Resistance. Non-compliance plus any subject behavior that
demonstrates - through some outward manifestation, either verbal or
physical - a willing, deliberate choice suggesting conscious defiance or
aggression.

e.

Deadly Force Assault. Any physical action, assault, or force used against an
officer or civilian that may result in serious bodily injury or death.

Control. For purposes of this policy, the Department recognizes the following
types of force options for subject control:
a.

Officer Presence. Identification or authority (i.e., uniformed presence or
identification as a police officer).

b.

Verbal Direction. Any spoken dialogue by an officer to a subject in effort to
control his movement.

c.

Soft Empty Hand Control. Techniques (e.g., touch pressure, joint
manipulation, pressure points, normal handcuffing, etc.) designed to control
passive or active resistant subjects - demonstrating low levels of resistance that have a low probability of causing soft connective tissue damage or bone
fractures.

d.

Hard Empty Hand Control. Techniques (e.g., kicks, strikes/punches,
takedowns, etc.) designed to control active resistant or active aggressive
subjects that have a higher probability of causing soft connective tissue
damage or bone fractures.
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e.

Impact Weapons. An authorized baton (A.S.P.) or an issued/authorized less
lethal shotgun for use in accordance with applicable Department policies.

f.

Deadly Force. Any action reasonably expected to result in great bodily
harm or the loss of human life.

PROCEDURAL RESPONSE TO RESISTANCE. All sworn members:
1.

Should assess the incident in order to determine the appropriate response. When
possible, officers should attempt to gain control by means of verbal directives or
commands (e.g., command presence, advisements, warnings, persuasion, tactical
repositioning, etc.).

2.

May use objectively reasonable responses if verbal directives or commands are
ineffective or not feasible given the circumstances.

3.

Are authorized to use Department approved control techniques and authorized
equipment/weapons for resolution of incidents to:
a.

Stop potentially dangerous and unlawful behavior.

b.

Protect the officer or another from injury or death.

c.

Protect subjects from injuring themselves or take them into protective
custody.
1)

See Manual of Policy & Procedure Section 9-43 D.4: Interacting
with People who have Mental Illness for additional information.
Sworn members shall:
a)

Use objectively reasonable force as if making a lawful arrest.

b)

Respond to resistance in compliance with Estate of Corey
Hill v Miracle guidelines, which identified the following
three factors:
(1)

Was the person experiencing a medical emergency
that rendered him incapable of making a rational
decision under circumstances that posed an
immediate threat of serious harm to himself or
others?

(2)

Was some degree of force reasonably necessary to
ameliorate the immediate threat?
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Was the force used more than reasonably necessary
under the circumstances?

Be required to take reasonable steps for self-protection,
including a pat down search of the subject and the immediate
surroundings, but only to the extent necessary to discover
and seize a dangerous weapon that may be used against the
officer or other person including health care workers.

Affect a lawful arrest when a subject offers resistance.

4.

Depending on the type of resistance offered, may use physical force techniques
that consist of, but are not limited to, touch pressure, leg/hand strikes, impact
weapons, chemical agents, less lethal weapons, or the use of firearms and deadly
force if justified by the totality of circumstances.

5.

Never use control methods and/or weapons as “punishment” or retaliation.

DEADLY FORCE PROCEDURE
1.

Authorized use of deadly force. Sworn members shall:
a.

2.

Limit the use of deadly force to:
1)

Protect the officer or another from what is reasonably believed to be
an imminent threat of death or great bodily harm to himself or
another individual.

2)

Prevent the escape of a subject who is fleeing from an inherently
violent felony crime, and the officer has probable cause to believe
that the subject poses a significant threat of death or serious injury to
the officer or others.

3)

Protect the officer or another from what is honestly and reasonably
believed to be an imminent sexual assault.

b.

Whenever any one of the conditions described above is present, where
feasible, identify themselves as a police officer and provide a verbal warning
before force is applied.

c.

Not be limited to the use of a firearm in deadly force incidents. It may
become necessary for officers to protect themselves or others by means other
than a firearm.

Use of deadly force prohibited. Sworn members shall:
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NOT USE deadly force unless extraordinary circumstances exist to:

1)

Shoot at a moving vehicle unless the vehicle is coming at the officer
and the officer has no readily available means of escape and lethal
force would be justified.

2)

Shoot from a moving vehicle.

3)

Stop a subject for failing to stop for a blockade or failing to obey a
command to stop.

4)

Fire “warning” shots.

VARIABLES AFFECTING RESPONSES TO RESISTIVE ACTIONS. Sworn members
should consider the following variables when deciding to respond to resistive action:
1.

Officer/subject: size, physical abilities.

2

Environmental conditions (e.g., such as close or confined areas).

3.

Nature of the contact.

4.

Exigent circumstances (i.e., number of officers, number of subjects involved, and
availability of back-up).

5.

Reaction time - The officer must consider that action is faster than reaction; thus, the
officer must pay attention to the above factors when preparing for a course of action.

6.

Reactionary gap - Officers should be cognizant of this and utilize a reactionary gap
during police contacts when they are able given the area they are in.
a)

The average distance is six feet or more.

b)

It varies with type of weapon the subject may possess.

c)

The officer always has two “reactionary options” available – he/she can
either penetrate the gap to attempt to gain control or disengage to create
distance.

7.

Type of crime committed or attempted.

8.

The reasonable perception of the officer of the conduct of the individual
being confronted.

9.

Training and experience level of the officer.
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Relative strength of the officer and subject.

11.

The subject’s level of intoxication and/or mental state.

12.

Exceptional abilities/skills of those involved.

13.

Injury to and/or exhaustion of the officer.

14.

Weather or terrain conditions.

15.

Immediacy of danger.

16.

Risk of escape.

17.

Special knowledge about the subject/situation.

18.

Any other relevant or perceived factor.
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H.

MOTOR VEHICLES AS FORCE. Sworn members must be aware of and acknowledge
that in many instances the motor vehicle can be viewed as an instrument of force and in
most situations as the use of deadly force.

I.

MEDICAL CONSIDERATIONS. Sworn members shall:
1.

Make medical treatment available to any subject where the degree of force was
greater than compliant handcuffing, or when:
a.

The subject(s) requests medical treatment.

b.

The subject(s) complains of injury or continued pain.

c.

Any officer observes or suspects injury to the subject requiring further
medical treatment.

d.

Directed by a supervisor or acting supervisor.

2.

Closely monitor any subject upon whom force is used. An on-duty supervisor
shall designate an officer to monitor the subject. Any subject exhibiting signs of
unusual distress should be transported to a medical facility for treatment.

3.

Document a subject’s medical treatment along with the nature of the injury or
complaint of injury in the incident report and the “Response to Resistance
Report.”

4.

If necessary, provide medical treatment at a licensed, accredited medical facility
by a licensed, accredited physician.
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5.

Prior to removing the subject from the medical facility, receive written
authorization from the attending physician to do so.

6.

While at the medical facility, notify the on-duty supervisor of the incident and
injuries sustained as a result of the incident if this has not already been completed.

DOCUMENTATION AND INTERNAL REVIEW
1.

All response to resistance actions shall be reported as soon as reasonably possible
by the involved officer(s) to the on-duty supervisor.

2.

If possible, before the completion of the officer’s tour of duty he shall have
completed an incident report and the departmental “Response to Resistance
Report” Exceptions to this order are outlined in the Manual of Policy &
Procedure Section 11-7: Response to Resistance Causing Injury or Death policy.

3.

The supervisor shall thoroughly review every incident in which an officer uses
force.

4.

After conducting a thorough initial review of the circumstances surrounding the
response to resistive action, the supervisor shall submit a detailed written report of
the results of the review to the Director of Public Safety through proper channels.
The report shall also contain the observations and conclusions of the supervising
officer as to whether the response to resistance was in accordance with
departmental policy.

5.

The Director of Public Safety will assign the Captain to convene a committee to
conduct a meaningful review of the response to resistance as outlined in Manual
of Policy & Procedure Section 11-10 F: Response to Resistance: Use of Force
Reporting.

6.

The Captain will conduct an annual meaningful review of response to resistance
reports for the year to see if additional training is needed.

TRAINING. All sworn personnel shall:
1.

At a minimum, train annually on this procedure.

2.

Receive regular and periodic training designed to:
a.

Reinforce the use and importance of techniques, methods, and/or tactics
when responding to resistance;

b.

Simulate actual shooting situations and conditions; and
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Enhance officer discretion, judgment, and decision making when using
less-lethal and/or deadly force in accordance with this policy.

Have all use of force, response to resistance training formally documented and
authorized by the Captain or designee.

NOTIFICATIONS
1.

The on-duty shift supervisor shall - as soon as safely possible - notify the Captain,
and the Director of Public Safety of any response to resistance incident where the
use of force resulted in great bodily harm or the loss of human life.

2.

The Director of Public Safety shall notify the City Manager of the incident who
may at his discretion notify the Mayor and/or City Commissioners.

M.

COMPLIANCE. Officers shall comply with the conditions set forth in this policy.
Violations of this policy, or portions thereof, shall result in disciplinary action, up to and
including discharge.

N.

OFFICERS ASSIGNED TO OTHER AGENCIES. Officers assigned to or assisting other
law enforcement agencies shall be guided by this policy unless otherwise directed by the
Director of Public Safety.

O.
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A.

PURPOSE. To establish guidelines for officer-involved shootings that result in injury or
death to any person, or any response to resistance by a Department member that causes
death or serious injury to a person.

B.

OFFICER/SUPERVISOR RESPONSIBILITIES
1.

The involved officer, senior officer at the scene, or supervisory officer at the
scene shall:
a.

Secure any suspects.

b.

Summon medical assistance and aid for injured parties as circumstances
permit.

c.

Call for assistance as needed.

d.

Secure the immediate scene.
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2.

e.

Summon a supervisor to the scene if one has not already responded or is
responding.

f.

Attempt to identify and hold any witnesses.

g.

Establish an outer control perimeter.

A supervisor, if not on scene, shall immediately respond to the scene and shall:
a.

Ensure that medical assistance has been summoned and that medical
assistance is being given to injured parties.

b.

Establish a command post.

c.

Ensure the immediate scene is secured and that an outer control perimeter
is established.

d.

Identify involved Department personnel and have involved officers
escorted from the scene, as soon as possible, after the scene is secure to a
medical facility for treatment and evaluation. Escort personnel should
remain with the involved officer until relieved.
1)

C.
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Involved officers are any officers who were directly involved as
participants or eyewitnesses.

e.

Contact the Grand Rapids Police Department, Kent County Sheriff’s
Department, Wyoming Police Department, Kentwood Police Department,
or Michigan State Police to respond to the scene to conduct an incident
investigation after consultation with the Director or designee.

f.

Make notification to the Director of Public Safety or Captain. If none of
the above is available, notify the City Manager and City Attorney.

g.

Help, as requested, the assigned investigating agency.

h.

If a supervisor is the involved officer, another on-duty supervisor shall
assume these duties. If a supervisor is the involved officer and is the only
on-duty supervisor, the senior on-duty officer shall assist with these duties
until either the Director of Public Safety or Captain arrives on scene.

i.

Determine if an immediate defusing session is needed, and if so, follow
procedures set forth in Manual of Policy & Procedure Section 1-4: Critical
Incident Stress Debriefing.

OFFICER INVOLVED INVESTIGATIONS
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1.

Reports from and statements by involved officers shall be scheduled by the
investigating agency, allowing time for involved officers to recover from the
immediate stress of the incident and obtain representation, if they desire
representation.

2.

Recognizing that officers involved in critical incidents may experience varying
degrees of physiological sensory impairment, escort officers shall see that
involved officers are not interviewed or asked to make statements prior to having
recovery time.

3.

Reports from non-involved officers shall be completed prior to the end of their
work shifts and submitted.

ADMINISTRATIVE RESPONSIBILITIES. Upon notification, the Director of Public
Safety or Captain individually and/or collectively shall:
1.

Respond to the scene and ensure all duties set forth in Sections B.1. and B.2. of
this policy have been addressed.

2.

Determine the medical condition of any injured Department members and make
notifications to family as required.

3.

If appropriate and/or necessary, open the officer’s LINE OF DUTY DEATH
INFORMATION report.

4.

Ensure that any involved member who was escorted to headquarters or to a
medical facility is being attended and make notification to a union representative
or member requested by the involved officer to assume the assignment of
attending to the officer. (Note: The attending/escort officers shall remain with
the involved officer until relieved or such time that the involved officer is no
longer in need of support such as being with family members.)

5.

Establish a liaison with the investigating agency and help as requested.

6.

Notify the City Manager of the incident who may at his discretion notify the
Mayor and/or City Commissioners.

7.

Notify the City Attorney who should respond to the scene and provide legal
advice and assistance.

INVOLVED OFFICER’S DISPOSITION. The Director of Public Safety or designee
shall:
1.

Relieve the involved officer of his or her normally assigned duties and place
him/her on administrative leave with pay.
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2.

If the officer’s service weapon was used in the incident, authorize the firearm be
taken and a replacement weapon issued at once, unless in the judgment of the
Director of Public Safety a replacement weapon should not be issued.

3.

Conduct all contacts with the media including press releases and statements.

4.

Determine if an internal investigation, separate from the investigation conducted
by the assigned investigating agency is warranted. The Director shall assign a
member to conduct that investigation consistent with policies set forth regarding
complaints of officer misconduct. An internal investigation will not be completed
until the conclusion of any criminal investigation. This does not prevent an
investigator from collecting information from sources other than the involved
officers.

5.

Ensure counseling with a professional versed in dealing with emergency service
workers is scheduled for involved officers.

6.

Schedule a critical incident stress debriefing as outlined in the Manual of Policy &
Procedure Section 1-4: Critical Incident Stress Debriefing.

7.

Order security for involved officers and their families as deemed necessary.
Security may include personnel to answer telephones, maintain surveillance on
their residence, or to provide escorts.

8.

If appropriate, fully reinstate the officer at such time that he determines is
appropriate or may direct other action based on the findings of the investigating
agency’s investigation or an internal investigation.

F.

COMPLIANCE. Officers shall comply with the conditions set forth in this policy.
Violations of this policy, or portions thereof, shall result in disciplinary action, up to and
including discharge.

G.

OFFICERS ASSIGNED TO OTHER AGENCIES. Officers assigned to or assisting other
law enforcement agencies shall be guided by this policy unless otherwise directed by the
Director of Public Safety.

H.
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PURPOSE. To establish a uniform reporting and review mechanism when an officer
responds to resistance:
1.

At or above the active resistance level;

2.

Involving the use of a weapon; and/or

3.

Resulting in injury or death.

B.

POLICY. In order to enhance public trust and determine the reasonableness of an officer’s
actions, the Department shall investigate the designated response to resistance incidents
by providing a comprehensive review, examination, analysis, and assessment of the
incident.

C.

REPORTING REQUIREMENTS. Officers shall report incidents:
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1.

Involving the application of force requiring a “Response to Resistance Report” as
soon as reasonably possible to the on-duty supervisor.

2.

Involving control methods or techniques that result in injury to the subject to the
on-duty commander/supervisor as soon as reasonably possible.

3.

Involving the use of a weapon or display of a firearm (including shotgun) to the
on-duty commander/supervisor; except displays unobserved by the public, as soon
as reasonably possible.

4.

Of all firearms discharges, except for training or the destruction of an animal, to
their on-duty supervisor.

5.

Where subject resistance is at or above the level of active resistance.

6.

Before the completion of their tour of duty, if possible, the officer shall complete
an incident report and the “Response to Resistance Report”. Exceptions to this
order are outlined in the Department’s Manual of Policy & Procedure Section 117: Response to Resistance Causing Injury or Death.

REPORTING REQUIREMENTS:
Supervisors and Commanders:

SUPERVISORS & COMMAND OFFICERS.

1.

May allow officers to delay report submissions if the stress caused by the incident
is so great that the officer cannot properly complete a report at that time.

2.

Shall thoroughly review every incident in which an officer uses force to control
subject resistance or displays a firearm.

3.

After conducting a thorough investigation of the circumstances, shall submit a
detailed written report of the results of the investigation to the Director of Public
Safety through proper channels. The report shall include the observations and
conclusions of the command officer as to whether the use of force was justified
and in accordance with departmental policy.

4.

Supervisors shall not review any incident they were involved in even if they did
not use force during the incident.

PROCEDURE FOR DISCHARGED FIREARMS. Proper notification and reports are
required by the officer(s) involved whenever an officer discharges a firearm either
accidentally or in the performance of police duties, either on- or off-duty. Officers:
1.

Shall verbally notify the on-duty supervisor as soon as time and circumstances
permit.
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2.

Discharging a firearm, and any other officer/member involved in the incident,
shall file a written report of the incident through established channels with the
Department unless relieved of this duty by a supervisor.

3.

Involved in the incident that are hospitalized or incapable of filing a report as
required above, shall have their reports completed by the on-duty supervisor, as
soon as possible, pending further departmental investigation.

4.

Who discharge a firearm and are fatally wounded, shall have their reports
completed by the on-duty supervisor, as soon as possible, pending further
departmental investigation.

F.

DEATH OR INJURY OF A PERSON. See the Department’s Manual of Policy &
Procedure Section 11-7: Response to Resistance Causing Injury or Death for additional
guidance.

G.

INCIDENT REVIEW COMMITTEE
1.

2.

This policy establishes an Incident Review Committee whose primary purpose is
to:
a.

Conduct a meaningful review of all designated response to resistance
incidents; and

b.

Provide for a comprehensive review, examination, analysis, and
assessment of the incident.

The Committee shall consist of the Captain, - who shall also serve as chair of the
Committee - and any two of the following members along with others who may
be designated by the Director of Public Safety, a:
a.

Staff sergeant or sergeant;

b.

Sworn specialist (i.e., firearms, simmunitions, Taser, Less Lethal or
defensive tactics instructor); and/or

c.

A public safety officer.

3.

A meeting of the Committee shall be called by the committee chair within a
reasonable time after the report of the incident is brought to their attention by the
Director of Public Safety, but not in conflict with any other criminal or internal
investigation.

4.

The Committee is authorized to review the circumstances surrounding the
incident. It shall report to the Director of Public Safety, in writing, its findings as
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to the appropriateness of the response to resistance based on all applicable laws
and Department policies. The Committee shall:

H.

a.

Determine whether the Department’s training programs had adequately
prepared the officer(s) for the circumstances they encountered, and what
changes could be made to the department’s in-service curriculum should a
deficiency be identified.

b.

Make recommendations as to policy revisions or amendments based upon
their review, if it is determined the officer(s) acted reasonably under the
circumstances, but the policy is found to be overly restrictive or cannot be
applied under actual working conditions without placing the officer(s)
under undue hardship of the risk of personal safety.

c.

Serve as a fact-finding body only and is not intended to become a
disciplinary arm of the investigative process.

NATIONAL USE OF FORCE DATA COLLECTION. The captain shall:
1.

Go to the National Use of Force Data Collection website.

2.

Enter the data in from our department for each month.

3.

Print out a report in December showing all months were reported during the year.

I.

RECORD MAINTENANCE. Response to resistance records will be retained until the
calendar year ends plus 2 years and will then be destroyed.

J.

COMPLIANCE: Officers shall comply with the conditions set forth in this policy.
Violations of this policy or portions thereof shall result in disciplinary action, up to and
including discharge.

K.

OFFICERS ASSIGNED TO OTHER AGENCIES. Officers assigned to or assisting other
law enforcement agencies shall be guided by this policy unless otherwise directed by the
Director of Public Safety.

L.
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Rescinds:
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Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To provide guidelines regarding the use of issued/authorized weapons by all
sworn personnel and establish training and proficiency standards required for members to
carry or use Department issued/authorized weapons.

B.

POLICY. The Department authorized Sig Sauer Model P320 pistol, and a combination of
a TASER, ASP or A.S.R. (Aerosol Subject Restraint) shall always be carried by public
safety officers when assigned to routine police duties unless exempted by the director of
public safety.

C.

DEFINITIONS
Aerosol Subject Restraint (A.S.R).
applicable Department policies.
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Activation (C.E.W.). The TASER trigger is pulled, and a clicking sound is heard,
whether or not the device is connected to a person.
Application (C.E.W.). A TASER activation occurs when electricity flows to a person, whether

by effective contact with the two probes that launch from the device (probe deployment) or by
touching the front of the device to a person (drive-stun), or by a combination of the two. If there

is an application the clicking sound tends to be “muffled”.

Conducted Electronic Weapon (C.E.W.). Also known as a TASER is a device that
utilizes an electrical discharge to disrupt the body’s ability to communicate messages
from the brain to the muscles with the intent of causing neuro-muscular incapacitation
(NMI) and subsequently, subject compliance.
Firearm. An authorized weapon for use in accordance with applicable Department
policies.
Handcuffs. An authorized temporary restraint device intended to restrict and control a
subject’s actions, to provide for officer safety and security, and for use in accordance
with applicable Department policies.
Impact Weapon. An authorized baton (ASP) or an issued/authorized less lethal shotgun
for use in accordance with applicable Department policies.
Less Lethal Shotgun. An authorized shotgun that uses specialty impact munitions that is
not fundamentally designed to cause serious bodily injury or death. All Department less
lethal shotguns shall be specifically identified with an orange butt stock and grip foreend.
Levels of Resistance/Control. Levels are defined in the Manual of Policy & Procedure
Section 11-4: Response to Resistance.
D.

AUTHORIZED WEAPONS/EQUIPMENT
1.

2.

Handcuffs
a.

Department issued metal handcuffs

b.

Flex Cuffs

c.

Approved second pair of handcuffs

Less lethal options
a.

A.S.R. – Saber Red
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C.E.W. (TASER)

c.

ASP Collapsible Baton

d.
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Remington 870 Less Lethal Shotgun with orange butt stock and grip foreend

3. Firearms

E.

a.

Sig Sauer Model P320 9mm Caliber

b.

Remington Model 870 12 Gauge Shotgun

c.

Bushmaster AR-15 Rifle

d.

Firearms as authorized by the Director of Public Safety

RESPONSE TO RESISTANCE TRAINING. All sworn members, not exempted by the
director of public safety, shall participate in annual response to resistance training.
Sworn members of the Department shall successfully complete:
1.

An approved defensive tactics training program on at least an annual basis.
Elements of this training may include, handcuffing, weapon retention, pressure
point control techniques, joint locks, the “Response to Resistance Framework,”
reporting procedures and the Department’s Manual of Policy & Procedure
Section 11-4: Response to Resistance – Use of Force.

2.

Less lethal shotgun and C.E.W. training shall include, but not be limited to,
storage, deployment, decision making skills, proficiency testing, and a review of
the Department’s Manual of Policy & Procedure Section 11-13: Response to
Resistance - Use of Weapons.

3.

Firearms training shall include, passing the MCOLES qualification course and
reviewing the Department’s Manual of Policy & Procedure Section 11-4:
Response to Resistance – Use of Force.

4.

All training completed will be documented using a lesson plan that is uploaded in
Police One or PowerDMS and a sign in sheet. All trainings that involve
qualification training or proficiency must be monitored by a certified weapons or
tactics instructor.

5.

Less lethal weapons training and proficiency shall be conducted at a minimum of
every two years.
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HANDCUFFS AND RESTRAINTS. Handcuffs and flex cuffs restrain the movements of
a subject in a manner providing a safe means of transportation for officers and others.
Only Department issued/authorized restraint devices shall be used.
1.

Individuals taken into custody should be handcuffed behind their back except
when:
a.

The subject has an injury that does not permit his/her arms to move behind
the back.

b.

The subject’s age (very young or very old), physical condition or physical
limitations may also indicate a change in this procedure is appropriate at
the officer’s discretion.

c.

One of the conditions listed above exists; the subject should be handcuffed
in front if possible.
Note: Flex cuffs are an alternative restraint method to be used in

exceptional circumstances.

2.

Sworn members:
a.

Should double lock handcuffs as soon as safely possible after they are
applied.

b.

When legally authorized, should handcuff all subjects prior to a search to
ensure proper safety for officers.

c.

When transporting a handcuffed subject, should ensure that unnecessary
cuff tightness does not occur. The officer should physically check with
one finger to see if the finger will fit between the cuff and the subject’s
wrists and then ask if the cuffs are too tight.

d.

Except under exceptional circumstances, should not handcuff a subject to
fixed objects such as posts, vehicles, buildings, etc.

e.

Encountering resistance after applying handcuffs should utilize reasonable
control techniques to prevent injuries.

f.

Use of handcuffs in a normal manner is categorized as soft empty hand
control because there is a low probability of injury, providing the above
procedures are adhered to.

g.

Using handcuffs to affect a take-down technique or techniques other than
normal or routine applications, this level of control is categorized as hard
empty hand control.
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LESS LETHAL OPTIONS
1.

AEROSAL SUBJECT RESTRAINT (A.S.R.).
A.S.R.s are intended to
temporarily incapacitate subjects while providing a high degree of safety for both
the officer and the subject – less lethal option.
a.

b.

c.

A.S.R.s. may be deployed by trained personnel to:
1)

Affect a lawful custodial arrest of a subject(s) whose behavior is
categorized as active resistance.

2)

Defend oneself, or another officer or citizen from attack by a
subject or animal.

Procedures for A.S.R use. Sworn members:
1)

Shall carry the A.S.R. in a manner providing for adequate security
and retention.

2)

May carry the authorized A.S.R. after satisfactory completion of an
A.S.R. training program. Recertification training shall be required
every two years.

3)

Using an A.S.R. should aim for the face and eyes as primary
targets.

4)

Should spray the A.S.R in short 1 to 2 second bursts.

Procedures when an officer is threatened with an A.S.R. Sworn members:
1)

d.

Threatened with an A.S.R. may use objectively reasonable force to
defend against the assault based upon the totality of the
circumstances.

After-use procedures
1)

After a subject has been exposed to the A.S.R., the officer should:
a)

Give momentary pause before moving in to establish
control to ensure the A.S.R. has begun to produce the
expected effect.

b)

Provide verbal directions and positive reinforcement to
reassure the subject that the level of discomfort being
experienced is only temporary and will pass.
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Penetrate the gap to establish control and handcuff.

Persons coming into contact with A.S.R.s should be:
a)

Treated with exposure to fresh air (face into wind, fan, etc.)
and/or allowed to wash with copious amounts of flowing
water.

b)

Closely monitored by a designated officer. An ambulance
shall be called to the scene for subject evaluation prior to
transport.

CONDUCTED ELECTRONIC WEAPON (a.k.a., “C.E.W.), also known as a
TASER, is a less-lethal weapon. TASERs are intended to provide officers with a
control option when faced with active resistance – less lethal option.
a.

b.

Only officers who successfully complete an approved course of training
are authorized to carry the Department issued TASER. Only Department
issued TASERs, TASER holsters, and TASER cartridges shall be carried.
The TASER shall be carried on the officer’s secondary side and in a
manner consistent with training. Sworn members shall:
1)

Not use TASERs for horseplay.

2)

Not carry a Department issued TASER off-duty. TASERs shall
always be secured in Police Headquarters when not being carried
by an on-duty officer.

3)

At a fire incident, secure the TASER in the same manner as their
firearm.

4)

While at the Kent County Correctional Facility or any other
detention facility, safely secure their TASER according to that
department’s weapons’ policy.

5)

Document all TASER discharges on a “Response to Resistance
Report” except during training and in station accidental discharges.

Care & maintenance. Sworn officers shall:
1)

Inspect each TASER used on duty prior to each shift by visually
looking over the unit for any obvious damage, or possible
concerns. If the officer is in doubt to the integrity of the unit,
he/she shall take it out of service, complete a “TASER Repair
Report,” and notify the on-duty Sergeant or Staff Sergeant. The
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sergeant or staff sergeant will then notify the TASER Coordinator.

c.

d.

2)

Prior to starting their shift, perform a spark test in a manner
consistent with training. The spark test steps will be posted in the
“Gun Room” where the TASER’s are stored.

3)

Carry on duty only properly functioning and charged TASER’s.
When a TASER reads 50% or below it shall be recharged before
use. Any TASER over 50% is acceptable.

4)

Always store TASERs charged with a digital power magazine
(DPM) inserted. Recharging of the battery shall be done in a secure
location at the Public Safety Department headquarters.

5)

Check the expiration date of each TASER cartridge as TASER
cartridges expire after five years.

6)

Not carry a TASER or Taser cartridge in an unauthorized manner.

7)

Avoid exposing the TASER to excessive moisture. In the event of
excessive moisture, the DPM (Digital Power Magazine) shall be
removed.

8)

Inspect the TASER cartridge firing bay and wipeout with a dry
cloth as needed.

9)

Maintain as a single unit the TASER and assigned video camera
which shall not be detached or removed except by the less-lethal
force coordinator.

Officers may use the TASER in an objectively reasonable manner to
achieve control compliance when a(n):
1)

Subject’s actions constitute active resistance.

2)

Subject is threatening an officer, or another person with nondeadly physical force.

3)

Subject threatens to harm him/herself, taking into consideration the
chance for secondary injury.

4)

Animal(s) poses a perceived threat towards the public safety.

Unless the subject is actively resistant and/or exigent circumstances exist,
officers should avoid using the TASER in the following situations:
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1)

A lethal force situation.

2)

Any obvious or high-risk populations, known pregnant females,
elderly subjects, children, visibly frail persons, persons with “Any
low body mass index (BMI),” anyone who is actually or perceived
to be mentally ill, or has a known medical condition (heart disease,
pacemaker, or seizure history) or subjects in physical control of a
vehicle in motion.

3)

Any subject who is saturated with or in the presence of flammable
or combustible liquids or in an explosive environment such as a
clandestine lab. Note: The Department’s current patrol issued
ASR can be used in conjunction with the TASER. Outside agency
ASR deployment at the scene should be taken into consideration in
accordance with Department training.

4)

Against handcuffed subjects already in custody unless an
exceptional circumstance exists.

5)

Where the environment could significantly increase the likelihood
of secondary injuries (e.g., stairwells, ladders, other elevated
surfaces, bodies of water, etc.)

6)

Against subject holding an infant.

7)

Against a subject who is merely fleeing. Note: That a subject is
fleeing should not be the sole justification for the use of the
TASER. Severity of offense and other circumstances should be
considered before officers’ use of a TASER on the fleeing subject.

TASER deployment. Sworn members:
1)

If reasonable, shall give a warning to the subject prior to
deployment to encourage compliance with verbal commands.

2)

Deploying a TASER shall, when reasonable, be responsible to
make certain that other officers on scene understand the TASER is
being deployed and not lethal force (i.e., shouting “TASER,
TASER, TASER!!” just prior to deployment).

3)

Who approach a subject with the intent to deploy the TASER,
should be provided appropriate coverage by additional officers
who should choose an appropriate weapon based on the
circumstances.
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4)

Shall not intentionally aim the TASER at a person’s eyes, head,
throat, chest/heart, genitalia or known pre-existing injury area.

5)

Shall within the 5-second “window of opportunity” secure the
subject while disabled by the TASER or immediately upon
compliance and if safely possible.

6)

Must be objectively reasonable with each CEW trigger pull or 5
seconds of discharge.

7)

Shall avoid repeated, extended or continuous exposure beyond 15
seconds absent reasonably perceived immediate threat and
increased justification.

8)

Shall report any TASER discharge against a subject to the on-duty
supervisor as soon as reasonable.

9)

Shall photograph the probe impact sites and any related injuries
before and after the probes are removed unless extenuating
circumstances exist. If photographs are not taken, the officer shall
articulate the reasons in the police report.

10)

If Department trained on the TASER, may remove the probes
using the prescribed methods while wearing disposable gloves.
However, if the probes have struck the face, neck, groin, female
breast, or other sensitive area, the officer shall have medical
personnel remove the probes.

11)

Under normal circumstances and when appropriate, should visually
examine the area struck to determine if an injury was sustained.

12)

Shall treat puncture sites with approved antiseptic wipes and
adhesive bandages as soon as available.

13)

Shall inspect the probes after removal to ensure the entire probe is
removed. Medical attention shall be provided if a probe is found
to be broken.

14)

Shall closely observe tased subjects. If necessary, a designated
officer shall be assigned to monitor the subject. An ambulance
shall be called to the scene for subject evaluation prior to transport.

15)

Shall not intentionally use more than one TASER on a subject at
one time.
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16)

Shall ensure that correctional staff is made aware of TASER use
prior to turning over custody of the subject involved by
documenting TASER use on the intake paperwork.

17)

Shall collect and preserve the spent air cartridge, wires, and probes
as evidence and ensure:

18)

a)

Caution is exercised in handling probes that have
penetrated a subject’s skin.

b)

Such probes shall be handled as biohazard materials and
packaged in the Department approved evidence container
to prevent accidental infection.

c)

Evidence shall be labeled as biohazard when submitted.

d)

TASER evidence shall be documented on the appropriate
property/evidence forms, and the evidence shall be secured
in the property lockers.

e)

The TASER discharged shall be turned in to an on-duty
supervisor as soon as possible. The internal data recorded
by the TASER shall immediately be imported and stored by
the shift supervisor.

Deploying the TASER shall complete a “Response to Resistance
Report” form.

f

Procedure for officers threatened with a C.E.W. In the event an officer is
threatened with a TASER or other C.E.W., the officer may use that degree
of force objectively reasonable to defend against the assault based upon
the totality of the circumstances.

g.

The TASER less-lethal force coordinator shall:
1)

Receive, inspect, and ensure the maintenance and replacement of
Department TASER units and related equipment.

2)

Return defective or damaged TASERs to the suppliers and obtain
service and/or replacement for defective or damaged TASERs
from said suppliers.

3)

Ensure annual operator re-certification on the TASER.

4)

Conduct a quarterly data download and review of all Department
TASERs.
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Perform all other duties as may become necessary for the
deployment, maintenance, and enhancement of the Department’s
TASER program (e.g., Keeping up to date with Axon training
bulletins and TASER WARNINGS).

IMPACT WEAPONS. Impact weapons are intended to incapacitate subjects by
creating a temporary motor dysfunction (cramping) of the impacted muscle group
– less lethal option.
a.

b.

c.

d.

Impact weapons. Trained personnel may employ impact weapons to:
1)

Affect custody during lawful arrest when the level of resistance is
categorized as active resistance.

2)

Defend oneself, another officer or citizen from attack by a subject
or animal.

Procedures for impact weapon use. Sworn members shall carry:
1)

Impact weapons in the approved carrier on the belt.

2)

Only Department issued/authorized impact weapons.

3)

The issued/approved impact weapon after satisfactory completion
of an approved impact weapon training program. Recertification
training shall be required on an annual basis and may be part of the
annual response to resistance training program.

Target areas
1)

Primary target areas of the body are the common peroneal nerve,
the femoral nerve and the tibial nerve located in the leg. Strikes to
these locations normally create muscle cramping which inhibits a
subject’s ability to continue assaultive action.

2)

Secondary target areas of the body are the radial nerve and the
median nerve in the arms. These locations are intended as targets
used to block or deflect strikes directed toward the officer.

3)

Deadly force target areas are the head, neck, or clavicle. Strikes to
these areas shall be viewed as the application of deadly force
and can only be justified in lethal force situations.

Dynamic alternative. In situations where the use of an impact weapon is
justified, an officer may use a flashlight as an impact weapon when the:
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1)

Issued/authorized impact weapon is unavailable for use.

2)

Issued/authorized impact weapon is not readily accessible during
an unexpected or spontaneous confrontation.

3)

Flashlight is utilized in a manner that is consistent with the
techniques as instructed in the Department approved impact
weapons training program.

4)

Flashlight is used in strict compliance with all applicable sections
of this policy and the Department’s Manual of Policy & Procedure
Section 11-4: Response to Resistance – Use of Force.

LESS LETHAL SHOTGUN – Less Lethal Option
a.

Authorized use of the less lethal shotgun
1)

b.

c.

Only Department personnel who have successfully completed
annual training and proficiency are authorized to utilize this
equipment. The less lethal shotgun shall be used in an objectively
reasonable manner.

Tactical guidelines for utilization of less lethal shotguns.
members:

Sworn

1)

Should not deploy a less lethal shotgun without a lethal force
alternative weapon available to the deploying officer. It is
recommended that this be accomplished by the deployment of a
“cover officer” who accompanies the less lethal shotgun officer.

2)

When reasonable, prior to deploying the less lethal shotgun, shall
announce to all officers at the scene that the less lethal shotgun is
being deployed. Officers shall maintain their respective weapon
platform discipline to avoid sympathy fire.

Recommended impact areas for less lethal shotgun munitions
1)

Primary Target Areas: These are the major areas of muscle mass
such as the legs, arms, buttocks, hips, and thighs.

2)

Secondary Impact Areas: These areas are considered center mass
areas such as the abdomen and chest area. They shall be
considered when an escalation of force and immediate
incapacitation is necessary and appropriate.
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d.

e.

f.

3)

Deadly Force Impact Areas: These areas of the body when struck
may cause serious injury or death. They are associated with the
head, neck, throat, and groin.

4)

Impacts to the Rear of the Subject: Impacts to the subject’s spine
should be avoided in all less lethal applications.

Utilization restrictions for the less lethal shotgun. Sworn members shall:
1)

Only use the less lethal shotgun that is specially designated and
marked distinctively.

2)

Ensure the less lethal shotgun shall be stored in a distinct location
separated from other weapon platforms.

Medical attention. Sworn members shall:
1)

Whenever the less lethal shotgun is used and strikes an individual,
and after the subject is secured, promptly obtain medical treatment
for him/her.

2)

Notify the on-duty supervisor, document the incident and if
practical photograph the area of the individual’s body where
impact occurred.

Requests for less lethal shotgun outside of East Grand Rapids shall:
1)

Be approved at the discretion of highest ranking on duty supervisor
if available.

2)

Include a team of two East Grand Rapids Officers to respond to all
outside agency requests. A supervisor should accompany a line
officer when responding. However, if this is not feasible, two
personnel from EGR should respond, one as the less lethal
operator, the other as a “cover officer”.
a)

g.
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If only one EGR officer can respond immediately, that
officer should not deploy less lethal without having a
designated “cover officer”, and the responding EGR officer
is responsible for obtaining said “cover officer” through the
requesting agency.

Collection of bean bag rounds. Sworn members shall:
1)

Collect the bean bag rounds, inspect the exterior to see if there is
damage or tears.
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2)

Place the rounds in an evidence bag.

3)

Comply with proper evidentiary procedures in handling and
storage of the rounds.

4)

The rounds do not need to be collected if used in the destruction of
an animal.

FIREARMS. Sworn members shall:
1.

Only carry, while on-/off-duty, firearms and ammunition issued by the
Department, or authorized and approved by the Department. Officers shall:
a.

Only carry Department issued ammunition in Department issued weapons.

b.

While on-/off-duty only carry authorized weapons. Backup weapons
carried while on-/off-duty shall be approved by the Director of Public
Safety or designee and shall be inspected at the range prior to use. This
inspection will be noted on the “Off Duty/Secondary Gun Qualifications”
sheet.

c.

Carry, while on-/off-duty or while on-duty carrying a backup weapon,
ammunition that shall be:

d.

1)

Hollow point (projectile bullet).

2)

Not hand loaded.

3)

High quality name brand ammunition

4)

Not ammunition designed to shatter on impact, such as Black
Talon.

5)

Replaced annually.

6)

Less lethal bean bag rounds – Combined Systems Inc., ALS
MODEL 1212T Bean Bag.

Be responsible for the purchase and maintenance of their authorized
secondary weapon and ammunition carried while off-duty or while onduty as a backup weapon.
1)

If a secondary weapon is purchased as new from a dealer, the
officer must certify by signature on the secondary qualification
form the weapon was purchased as new and has had no
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modifications that would lighten the factory trigger pull, or disable
a factory designed or installed safety mechanism.

2.

2)

If a secondary weapon is purchased second hand, or in used
condition, the weapon must be inspected by a department approved
gunsmith to determine the weapon is in factory condition. The only
departmentally approved gunsmith is Bachelder Master
Gunmakers, 700 Plymouth Ave. NE, Grand Rapids, MI 49505. TX:
616-459-3636. They will provide the officer with a letter
pronouncing the weapon is in factory condition, and the officer
must certify by signature, that they have completed this step, and
have made no modifications that would lighten the trigger pull, or
disable a factory designed or installed safety mechanism.

3)

No markings or engraving may be done to a secondary weapon
that are not factory or related to normal wear.

e.

Have repairs to an authorized secondary weapon carried while off-duty or
on-duty as a backup weapon completed by an authorized manufacturer or
an authorized service provider, or a gunsmith approved by the Director of
Public Safety.

f.

Shall secure Department issued weapons with a gun lock or gun safe when
taken off premises while off-duty, except when being carried on the
officer’s person.

While in uniform carry Department issued firearms and ammunition in the issued
holster and ammunition carrier. Plain clothes and administrative personnel shall
carry their department issued weapons in an issued or approved holster.
a.

Firearms carried as backup weapons shall be carried in a manner
approved by the director of public safety.

3.

Officers shall fire a passing score with all issued/authorized firearms on the
Department approved combat proficiency course on an annual basis. This
requirement applies to all authorized weapons. Firearms training and proficiency
testing shall be conducted by certified instructors.

4.

Procedures for firearms use. Sworn members:
a.

Shall be objectively reasonable and in strict compliance with the deadly
force sections of the Manual of Policy & Procedure Section 11-4:
Response to Resistance – Use of Force when using a firearm. The use of a
firearm is categorized as deadly force as described in the Manual of Policy
& Procedure Section 11-4: Response to Resistance – Use of Force.
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b.

May draw and display weapons in circumstances when objectively
reasonable.

c.

Are also authorized to use a firearm to destroy an animal that represents a
threat to public safety or as a humanitarian measure where the animal is
seriously injured.

d.

Are authorized to use a firearm when confronted by an animal that the
officer reasonably believes is or may be violent, and the officer must
protect him or herself or a third party from attack, and no other reasonable
means is available.

e.

Are authorized to use firearms while on the firing range during a
recognized firearm’s training program.

Cleaning issued service weapon. Sworn members:
a.

Discharging a Department issued service weapon - either in the line of
duty or during practice or training - shall clean and lubricate the weapon
following standard cleaning procedures set forth in the Weapons Cleaning
Manual located in the Armory (Gun Room).

b.

Shall clean and lubricate their issued service weapon not later than the end
of their first duty day following the discharge of their weapon.

c.

Shall remove wood grips on all weapons prior to cleaning and lubricating
the weapon in the ultrasonic system.

d.

If authorized by a supervisor, may be granted an additional day to clean
their weapon base on extenuating circumstances.

Firearm inspections. The Department approved armorer shall:
a.

Inspect, clean, and maintain duty weapons issued by the Department
armorer on an annual basis.

b.

Remove from service any weapons found to be unsafe and issue a
replacement weapon.

c.

During the annual inspection, record the serial number and any necessary
information about the weapon that is deemed important by the armorer,
including damaged/replacement parts, state of cleanliness found and wear
on the weapon from use. This document will be used to assist the director
during budgeting to determine if new weapons are needed.

PROHIBITED WEAPONS USE. Sworn members shall:
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1.

At no time unnecessarily brandish or use any weapon as an intimidation device.

2.

Not carry or use any unauthorized weapons as this is strictly prohibited.

3.

Be allowed to use other equipment not designed or designated as weapons, but
such use requires extreme and urgent circumstances.

4.

Not repair, modify, alter, or change in any manner the issued/authorized tools,
weapons or implements approved for carry under this policy without the specific
permission of the director or designee.

SECURING WEAPONS. Sworn members:
1.

While on-duty and assigned to station duty may carry their weapon or secure it. If
the officer chooses to secure it, the weapon shall be left loaded and locked in the
employee’s locker. Administrative personnel, detectives, and the school liaison
officer may lock their weapons in their desks.

2.

When going off-duty, may leave their weapons on Department property but shall
secure their weapon in their assigned weapon storage unit in the Gun Room.

3.

Loading or unloading weapons in the public safety building must use the
containment devices provided.

4.

Shall ensure their weapon is loaded prior to police duties.

K.

REPORTING REQUIREMENTS. Whenever an officer uses an authorized weapon as a
means of controlling resistive behavior, said use or display shall be reported as prescribed
in the response to resistance reporting process. This requirement does not apply to
incidents when a firearm is displayed but is unobserved by the public.

L.

WEAPONS/RESPONSE TO RESISTANCE TRAINING AND QUALIFICATIONS.
Sworn members:
1.

Shall demonstrate continued proficiency in response to resistance techniques.
The use of authorized weapons is recognized as a required job skill, necessary to
the continued employment as a police officer.

2.

Failing to successfully complete the required training at the required frequencies
or to demonstrate proficiency in the use of any authorized weapon will be subject
to:
a.

The immediate revocation of authorization to carry or use the weapon in
question.
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Discipline, up to and including discharge. Prior to resorting to
disciplinary action, the Department shall take reasonable steps that the
Public Safety Department deems necessary; to provide the officer with
additional or remedial training so that the required level of proficiency can
be achieved.

M.

COMPLIANCE. All officers shall comply with all the conditions set forth in this policy.
Violation of this policy, or portions thereof, shall result in disciplinary action, up to and
including discharge.

N.

OFFICERS ASSIGNED TO OTHER AGENCIES. Officers assigned to or assisting other
law enforcement agencies shall be guided by this policy unless otherwise directed by the
director of public safety.

O.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

General Order #57 issued October 2, 2007
2.19.09
9.7.17, 10.26.17, 10.31.17, 12.10.18, 3.2.19, 2.26.20, 3.16.20, 3.30.20,
12.10.20, 2.16.21, 7.20.21

By order of:

Mark A. Herald, Director of Public Safety

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

12-4.1

Manual of Policy & Procedure
Criminal Investigation
Section 12-4:

Case Management - Criminal Investigations
Distribution:

All Sworn Personnel
MLEAC Standards:

4.1.1

Risk/Freq.:

LR/HF
Effective Date:

12.20.21
Total Pages:

5

Table of Contents Section 12-4
A.
B.
C.
D.
E.
F.
G.
H.

Purpose ........................................................................................................ 1
Policy .......................................................................................................... 1
Organization ............................................................................................. 1-2
Case Screening & Assignments .................................................................. 2
Case Management .................................................................................... 2-5
Compliance ................................................................................................. 5
Officers Assigned to Other Agencies .......................................................... 5
Policy History ............................................................................................. 5

A.

PURPOSE. To establish guidelines and policy for the efficient and effective management
of criminal investigations by sworn members.

B.

POLICY. The Department:

C.

•

Conducts criminal investigations to enhance community safety through the
apprehension of criminals and to recover stolen property; and

•

Believes participation of all sworn personnel in investigations is crucial; but the
Investigative Services Division is primarily responsible for most follow-up
investigations.

ORGANIZATION
1.

The Investigative Services Division is supervised by the detective sergeant who
directly reports to the captain.

2.

The detective sergeant is:
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D.

a.

Responsible for the day-to-day operations of the Investigative Services
Division; and

b.

Managing the investigations function of the Department.

CASE SCREENING & ASSIGNMENTS
1.

E.

12-4.2

Specific responsibilities. The detective sergeant, or in his/her absence, the captain,
shall:
a.

Review all reports received.

b.

Assign identified cases for investigative follow-up to the appropriate
investigator/officer.

c.

Base case assignments on identifiable solvability factors or:
1)

Are of a serious or sensational nature.

2)

Controversial or politically sensitive.

3)

Mandated by law.

4)

Are deemed worthy of investigation by the detective sergeant,
captain, or director.

2.

Reports not meeting solvability factors are not assigned. They are considered closed
but can be assigned later if information becomes available identifying a potential
suspect.

3.

A solvability factor is information on a crime that can identify a person or persons
who committed that crime. These factors are discussed in Manual of Policy &
Procedure Section 9-58: Preliminary Investigations.

4.

Prosecutorial review. Depending on the case, the assigned investigator shall forward
“warrant ready”:
a.

Misdemeanor cases to the City Attorney or Kent County Prosecutor for
review.

b.

Felony cases to the Kent County Prosecutor for review.

CASE MANAGEMENT
1.

Assignment. The detective sergeant shall:
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a.

Assign cases in need of follow-up investigation to him/herself, the school
liaison officer, or, if necessary, a shift officer.

b.

Assign the case to him/herself, school liaison officer, or shift officer in
TIMS/TALON.

c.

List cases not assigned as “Closed” in TIMS/TALON.

d.

Have access to the TIMS/TALON system and maintain up to date
information on the number of open cases each investigator, school liaison
officer, or shift officer has.

Review. The detective sergeant shall:
a.

Maintain an ongoing review of assigned cases once they are assigned to a
detective/school liaison officer.

b.

Meet with each assigned investigator/officer on a weekly basis after the case
is assigned to discuss on how the case is progressing and its current state.

c.

Have assigned officers attempt to close all assigned cases within 30 days. If
a case is to remain open longer than 30 days, the assigned officer must
receive approval from the detective sergeant.

d.

Meet with the captain and director on a regular basis to discuss cases and any
other issues pertaining to the Investigative Services Division.

Closure. The detective sergeant shall:
a.

Review and sign-off on all closed cases.

b.

Ensure the assigned investigators/officers:

c.

1)

Complete sufficient investigative follow-up.

2)

Appropriately document his/her investigative actions; and

3)

Finish all required supplemental reports.

Upon completion of the investigation, confirm the assigned
investigator/officer has closed the case with one of the following disposition
codes:
1)

Closed

2)

Exceptional clearance:
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a)

Death of offender

b)

Prosecution declined

c)

Extradition denied

d)

Victim refused to cooperate

e)

Juvenile/no custody

3)

Inactive

4)

Cleared by arrest

5)

Turned over

6)

Unfounded

7)

Cleared by citation

8)

Warrant requested

9)

Warrant denied

12-4.4

Enter the appropriate code into TIMS/TALON.

4.

Accessibility. Current open cases assigned to an investigator/officer are to be left in
an area accessible in their assigned work area to other detectives or supervisory
personnel. In the event the case investigator is off duty and the information
contained in the case file is needed, it should be readily available.

5.

Responsibility for preliminary and follow-up investigation
a.

Sworn members shall review Manual of Policy & Procedure Section 9-58:
Preliminary Investigations for additional information regarding follow-up
investigations.

b.

Patrol officers will conduct preliminary investigations on all incidents
except those incidents reported directly to investigative personnel or unless
directed otherwise by a supervisor.

c.

A follow-up investigation is normally assigned to the detective sgt./school
liaison officer.

d.

Exceptions. Sworn members assigned to patrol:
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1)

Will (generally) follow-up on all traffic related complaints. This does
not include obtaining warrants for traffic violations.

2)

May be required to follow-up on cases that have been reviewed by
the detective sergeant when officers assigned to patrol would be in a
better position to do the follow-up.

Records management. The detective sergeant/designee shall ensure:
a.

All reports are stored electronically in the TIMS/TALON System which is
password protected.

b.

If necessary, on-going investigations are sealed or marked as confidential in
the TIMS/TALON system. (Note: This will limit who can view the report to
someone who has approved rights.)

c.

All physical evidence is placed in the evidence room and saved until the
completion of the case.

d.

Evidence such as voice recordings, transcripts, printed conversations, etc. are
attached to the case in the J://Drive and/or Evidence.Com.

F.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

G.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

H.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
4.20.18
11.26.18, 7.5.19, 10.9.19, 12.20.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To provide standards and general guidelines for law enforcement interviews
and interrogations ensuring they are accurate, credible, lawful, and professionally
accomplished.

B.

DEFINITIONS
1.

Custody. A suspect is in custody if, under similar circumstances, a reasonable
person in the suspect’s position would feel that his/her liberty to move about freely
or leave was being denied in any way.

2.

Consensual Contact. Encounters that do not require reasonable suspicion or
probable cause if a reasonable person would feel free to leave or decline to speak
with the police.

3.

Electronic Recording. The practice of audio recording and/or videotaping an
interview or interrogation.

4.

Interrogation. When the person being questioned by the police is not free to leave,
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and police questioning, or conduct is specifically designed to elicit incriminating
responses implicating the person in criminal activity. All custodial interrogations
shall be preceded by issuance of the Miranda warnings.

C.

D.

5.

Interview. A purposeful and non-accusatory conversation with a victim,
complainant, witness, or possible criminal suspect. The atmosphere is noncustodial, and the interviewee should feel that he/she is free to end or terminate the
interview and leave at any time.

6.

Major Felony. A felony punishable by imprisonment for life, for life or any term of
years, or for a statutory maximum of 20 years or more, or a violation of section 520d
of the Michigan penal code, 1931 PA 328, MCL 750.520d (Criminal Sexual
Conduct)

GENERAL POLICY. Sworn members when conducting a law enforcement interview or
interrogation shall:
1.

Be fair, competent, and objective. It is extremely important that this practice
should also be perceived as non-coercive and unbiased by the courts and the
public.

2.

Comply with all constitutional requirements, applicable state and local laws and
strictly adhere to agency investigative procedures. This shall include a person’s
right to remain silent and their right to legal counsel when requested.

3.

Accurately and completely record or otherwise document the conditions, content,
and conclusions of any interview or interrogations. The Department
acknowledges the advantages of electronic recording whenever investigative and
environmental conditions allow.

PROCEDURES
1.

2.

Consensual contact. Sworn members:
a.

See a person and stop to talk to them.

b.

Allow the person to leave freely at any time.

Interviews.
a.

Field interviews – outside of the public safety building. Sworn members:
1)

May contact an individual and determine if there is reasonable
suspicion to believe the person may have been engaged in criminal
activity or are a witness, victim, or complainant of a crime.
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2)

Should identify the subject.

3)

May question the subject.

4)

Should determine if probable cause exists to show a crime was
committed.

5)

May arrest, release, detain for further questioning depending on the
results of your initial investigation.

6)

Shall document in writing the encounter in a report.

In station interview. Sworn members:
1)

Must realize interviews are critical components of a police
investigation. Most police interviews are conducted with victims,
complainants and witnesses to a criminal act. They may be
conducted in the field, in police facilities, in vehicles, or in any
other convenient location.

2)

Should give clear notification, followed by acknowledgment by the
person being interviewed that the questioning is non-custodial, and
that the person being questioned is free to discontinue and leave at
any time.

3)

May electronically record non-custodial interviews of crime
victims, witnesses and associated individuals.

4)

Ask and answer questions of the subject being interviewed.

5)

Document in writing the encounter in a report.

Custodial interrogations. Sworn members shall:
a.

Precede any custodial interrogation of criminal suspects by issuing
Miranda Warnings using the agency pre-printed form. If at any stage of
the custodial questioning, the suspect indicates that he/she wants to stop
talking or to consult with an attorney before continuing, the questioning
shall stop.

b.

Attempt to pre-plan interrogations and should have a clear understanding
of the issues to be covered. This ordinarily includes an understanding of
the evidence available, victim/witness accounts, offense elements, alibis
and defenses, and applicable laws.
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c.

Whenever possible, conduct the interrogation with two officers. Prior to
the interrogation each officer should have a clear understanding of the
respective roles each will perform.

d.

Record the interrogation regardless of whether the interrogation is
conducted in the field or in a police facility for any “Major felony”
defined in Public Act 479 of 2012, and the definition section of this policy.

e.

Under no circumstances during the interrogation, utilize physical force or
any physically inhumane or abusive coercion against a suspect to make
him or her provide incriminating information. The use of physical force or
employment of torture techniques or psychological coercion during an
interrogation is unconstitutional.

f.

Have no authority to offer promises of leniency or special consideration as
inducements for admissions or cooperation. This subtle form of coercion
is prohibited.

g.

Attempt to fully corroborate possible by information and evidence
available through other investigative means information developed
through interrogations and/or confessions.

h.

If there is more than one suspect, independently substantiate any
incriminating statements or information supplied by one suspect against
another.

JUVENILES
1.

A juvenile has the same Miranda rights as an adult. A juvenile suspect may waive
Miranda and make a voluntary statement during a custodial interrogation, but
whether the statement is voluntary depends on factors such as age, experience,
education, background, intelligence, capacity to understand his or her rights and
the consequences of waiving them, and presence of a parent during the
interrogation.

2.

Although sworn members are not specifically required to tell a juvenile that he or
she has a right to speak to his or her parents, it is advisable to do so. Parents’
absence from the interrogation does not automatically invalidate the statement.

3.

Interrogation of juveniles should be limited to a reasonable time-duration with
opportunities for periodic rest breaks. The number of officers participating in the
interrogation of a juvenile should be limited.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.
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G.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

H.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
4.13.18
12.3.18, 12.20.19, 12.23.19, 12.27.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish guidelines and policy for the use of the East Grand Rapids
Department of Public Safety’s interview and interrogation rooms.

B.

GENERAL POLICY
1.

The Department shall provide a safe and secure environment for both citizens and
officers while within the confines of interview/interrogation rooms at the East
Grand Rapids Department of Public Safety building.

2.

Suspects will not be left in interview/interrogation rooms unattended. They will
be under constant observation either by the physical presence of an officer or by
constant video monitoring by an officer while the room is occupied.

3.

Persons will never be locked in, secured in an interview/interrogation room, or
left unattended.

4.

Sworn members are encouraged to develop their interview skills and style. This
can be accomplished through observation and participation with more
experienced interviewers, training, and discussion with their supervisor. The
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Department recognizes that there are many acceptable interview and interrogation
techniques.
C.

PROCEDURES
1.

2.

3.

The interview/interrogation room is:
a.

Located next to the school liaison office. It provides a private room in
which interviews and interrogations can be conducted with witnesses,
victims, and suspects.

b.

Equipped with a table and chairs and is near restroom facilities.

Room and officer security. When conducting interviews, sworn members:
a.

Shall ensure that their and the interviewees safety and security is of
paramount importance.

b.

In plainclothes may choose to go into the room unarmed or with their
sidearm concealed to set a tone for the interview. In this situation:
1)

Officers shall remain cognizant of the movements or actions of the
person being interviewed no matter what role they may be
involved in regarding the investigation.

2)

If the interviewing officer is armed, his/her firearm(s) shall always
be in a Department issued or authorized security holster during the
interview/interrogation.

Interview protocols. When using the interview room next to the school liaison
officer’s office, sworn members shall:
a.

Interview all suspects in this room unless the number of suspects is greater
than the monitored room has seats available. The interview room is
equipped for audio and video recording which can be observed by another
officer in the school liaison officer’s office.

b.

Notify a second public safety officer, sergeant, or captain of the interview
so that they can observe the interview for safety issues and provide
assistance for the interviewing officer.

c.

Summon assistance for safety or medical purposes by calling out to the
observing officers(s). The monitoring officers may also intercede if
circumstances warrant intervention. (Note: Interview rooms are NOT
lockable and do not prevent the interviewer or subject from exiting.)

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Interview Room Use & Security
d.

e.

12-13.3

If appropriate, choose to have another officer present in the interview
room.
1)

No more than two officers shall be present during an interview
unless a supervisor deems more are necessary and approves the
request.

2)

Individuals needing to observe the interview can watch the
interview on the monitor in the school liaison office.

The interviewer or the interviewee can request a comfort break as needed.
Reasonable accommodations for the comfort breaks should be afforded.

D.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy if the interview is
conducted at the East Grand Rapids Department of Public Safety.

F.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
4.19.18
12.3.18, 12.20.21

By order of:

Mark A. Herald, Director of Public Safety
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PURPOSE. To establish special investigations procedures for handling:
•

Organized crime, narcotics, vice crimes; and

•

Surveillance, decoys, raids, undercover operations, and the utilization of
confidential informants.

B.

CONSIDERATIONS. The Department utilizes the Kent Area Narcotics Enforcement
Team (KANET) - a cooperative effort among agencies created to enforce Michigan’s
controlled substance laws and investigate associated criminal activity related to
traditional “vice” crimes. All cases involving higher level drug, vice, and organized crime
complaints shall be referred to KANET or a representative of the appropriate agency for
further investigation.

C.

DEFINITIONS.
Drug Complaint. Any complaint associated with the illegal use, manufacturing,
distribution, or sale of a controlled substance.
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Organized Crime Complaint. Any complaint associated with the unlawful activities of
organized groups or associations engaged in extortion, theft, fencing, loan sharking, labor
racketeering, other offense for profit, supplying illegal goods and services, prostitution,
drugs, alcohol violations, weapons violations, or other unlawful conduct which may
include intimidation or corruption.
Vice Complaint. Any complaint associated with prostitution, illegal use or sale of
alcoholic beverages, illegal gambling and distribution or sale of pornographic and
obscene material.
D.

SPECIFIC RESPONSIBILITIES
1.

2.

Receipt of complaints. Department members shall accept complaints:
a.

Regarding vice, drug, and organized crime activities from all sources,
including direct contact with departmental employees, outside law
enforcement agencies, other governmental sources, and citizens at large.

b.

In any format including – but not limited to – phone, email, public forum,
and tip lines.

Complaint processing.
a.

Personnel shall:
1)

Assign an incident number to all received complaints including
complaints or information received from other departments and
complete an incident report in TIMS.

2)

Submit the completed report for approval and ensure it is
forwarded to the detective sergeant who shall:
a)

Determine whether the complaint needs to be assigned or
turned over to another jurisdiction.

b)

If it is determined the complaint needs to be turned over,
complete a supplemental report documenting the
information shared with or received from another agency.

c)

Give the complaint a proper disposition and ensure it is
documented on the TIMS report.

d)

Ensure the disposition includes the manner notification to
the director was made.
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3.

KANET or the outside jurisdiction receiving the complaint will be responsible for
the investigation, de-confliction, and final disposition of the complaint.

4.

The detective sergeant shall notify the director of any relevant cases reported to
the Department.

SPECIAL INVESTIGATION OPERATIONS:
1.

Are described as surveillance, decoys, raids, and undercover operations.

2.

Shall be turned over to KANET or other appropriate agency/team/etc.

3.

Shall not include EGRDPS sworn personnel unless the member is assigned to the
specialized team conducting the investigation. In this circumstance, the officer(s)
shall work under the authority of the specialized unit/team/etc.

CONFIDENTIAL INFORMANTS
1.

The Department does not use confidential informants and does not maintain or
control any records for confidential informants.

2.

Any person(s) interested in becoming a confidential informant shall be directed to
a KANET detective or representative for the appropriate agency.

3.

Any informant(s) a KANET detective uses is strictly controlled as a KANET
informant and are under their care and regulations.

G.

COMPLIANCE Violations of this policy, or portions thereof, may result in disciplinary
action.

H.

OFFICERS ASSIGNED TO OTHER AGENCIES Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy. The Director of
Public Safety may authorize personnel assigned to special investigation teams to follow
procedures set forth by the agency they are assigned to.

I.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
9.5.18
12.12.18, 7.30.19, 12.18.19, 12.20.21

By order of:

Mark A. Herald, Director of Public Safety
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PURPOSE. To establish guidelines for the “Adult Crossing Guard Program” (ACGP)
that:
•

Ensure adequate child pedestrian safety; and

•

Facilitate safe passage of children across busy street intersections and crossings.

POLICY. Adult crossing guards (ACG) will be assigned to posts at intersections based as
determined by the Public Safety Department, Public Works Department, and EGRPS
administration based on:
•

Sufficient volume of school children.

•

Traffic that warrants the need for a crossing guard; and/or

•

Special needs or unique community circumstances.
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CROSSING GUARD SUPERVISOR DUTIES. The crossing guard supervisor:
1.

Reports to the school/community liaison officer under the supervision of the
detective sergeant.

2.

Is responsible for:
a.

Recruiting.

b.

Interviewing/hiring new adult crossing guards.

c.

Training new ACG’s.

d.

Scheduling all ACG’s.

e.

Complete payroll bi-weekly.

f.

Coordinate with Breton Downs, Lakeside, and Wealthy Student Safety
Advisors.

g.

Schedule and host ACG and student safeties activity.

h.

Troubleshoot traffic and safety issues relating to school crossings.

i.

Monitor ACGs to ensure performing duties correctly.

j.

Call all ACGs on snow days or changes in the calendar.

k.

Be available for phone calls from 6 a.m. - 10 a.m. Monday thru Friday.

l.

Oversee any sick call offs and fill posts as needed; and

m.

Additional duties as outlined in the “Adult Crossing Guard Supervisor”
job description.

SELECTION & HIRING CRITERIA. Applicants shall:
1.

Be considered for the adult crossing guard (ACG) position based on their ability
to perform the job tasks and qualifications to work with children.

2.

Successfully complete and pass all steps as outlined in the “City of East Grand
Rapids Employment Practices Manual.”

UNIFORM, EQUIPMENT, & APPEARANCE
1.

Each ACG shall be issued a/an:
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a.

Adult crossing guard vest.

b.

Handheld stop sign.

c.

Raincoat; and

d.

City of East Grand Rapids identification card.
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Each ACG sign person shall be issued a/an:
a.

Adult crossing guard vest.

b.

Work gloves.

c.

Raincoat; and

d.

City of East Grand Rapids identification card.

ACGs shall:
a.

Maintain a neat and clean appearance while on crossing guard duty.

b.

Wear appropriate clothing for the weather conditions.

c.

Wear the issued vest over the raincoat when it is worn; and

d.

Always wear their city issued identification card in a visible manner while
on post.

TRAINING. The department in conjunction with the adult crossing guard supervisor
shall provide training as set forth by state statute and program needs – at minimum – on
an annual basis and more if appropriate. The training shall:
1.

Include a comprehensive review of this policy.

2.

Reinforce the program goals which are to:
a.

Ensure adequate child pedestrian safety; and

b.

Facilitate safe passage of children across busy street intersections
and crossings.

Note: ACGs attention should always be focused on these activities.
3.

Ensure that ACGs:
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a.

Work in conjunction with assigned student safety patrols. It is imperative
that a close working relationship be developed to increase the efficiency of
the program. Any disciplinary problem with a student safety, student or
parent shall be reported to the ACG supervisor.

b.

Can instruct children on the safest way to cross the street. This will build
the child’s confidence and assist them in crossing streets not covered by
guard personnel.

c.

Do not let children run across the street. Make them walk in an orderly
manner. Bicycles, scooters, and skateboards must be walked across the
street too. This will help develop proper safety behavior and attitudes.

d.

Attempt to use natural 'gaps' (if any) in traffic to safely cross children.

e.

When stopping vehicular traffic use signals and gestures that are
distinct, decisive, and understandable.

f.

If assigned to a location that has a traffic signal, synchronize their
movements with the signal phasing.

g.

Shall always hold the hand-held stop sign in an overhead position
anytime the ACG is in the crosswalk.

h.

Understand the scope of their responsibility is limited to only crossing
guard duties as outlined and does not extend to enforcement and/or
regulatory action. This does not mean the ACG should not report
violations to the ACG supervisor.

Ensure ACG sign personnel know the:
a.

Location of the sign placement.

b.

Times signs are put out and picked up.

c.

Signs do not go out on days when there is accumulating snow.

d.

Procedure for having damaged signs repaired

PERSONAL CONDUCT OF ADULT CROSSING GUARDS. ACGs shall:
1.

Abide by the following rules and regulations while on duty. ACGs shall:
a.

Not smoke, drink alcohol or be under the influence of intoxicants or

illegal/prohibited substances.

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Adult Crossing Guard Program

H.

13-4.5

b.

Not be late for a scheduled post time or leave early.

c.

If they miss a post assignment, apologize to the principal.

d.

If they miss a second time, at the same time of day, on their next post
assignment, apologize to the students and their parents.

e.

Not direct traffic. ACGs are only authorized to stop traffic.

f.

Not establish patterns of absence or excessive sick use beyond

g.

Request vacation time only with adequate notice.

h.

Use cell phones while on duty on post in the following manner:

acceptable standards.

1)

Ringers shall be turned off; and

2)

Cell phones should only be used for an emergency at your post. An
emergency is any significant injury or threat to life or a situation
relative to the safety of citizens where the ACG needs to
call/contact 911 or contact our public safety department.

i.

Not make excessive sub requests.

j.

Contact the adult crossing guard supervisor when they are not able to be at
their assigned post on a specific date and time. The ACG supervisor shall:
1)

Arrange to have the post covered; and

2)

If unable to find a replacement, and unable to cover the post
herself, shall immediately contact the on-duty sergeant who shall
assign an officer to cover the post.

2.

File an incident report with the ACG supervisor when a motorist violates the
ACG handheld stop sign, which is being held in an upright position and visible to
approaching traffic.

3.

Understand that any record of unlawful behavior or conviction of a criminal
offense may be cause for termination.

4.

Turn in their timesheets on a bi-weekly basis at the Department of Public Safety.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.
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A.

PURPOSE. To establish guidelines for the use of police bicycles during special events,
regular patrol duties and for summer bike patrol cadets.

B.

SELECTION
1.

2.
C.

Sworn members
a.

The Bike Patrol Program is open to all uniformed officers of the Department.

b.

The director of public safety will make the final selection of officers trained
as bicycle patrol officers.

Summer bike patrol cadets shall complete the process as outlined in the “City of East
Grand Rapids Employment Practices Manual.”

TRAINING.

All sworn members and bike cadets assigned to the bicycle patrol program
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will be required to successfully complete a training program approved by the director of
public safety prior to participation in bicycle patrol activity.
D.

EQUIPMENT
1.

2.

E.

Required equipment. All personnel assigned to bike patrol shall be issued:
a.

An approved bicycle helmet – which must always be worn
operating a police patrol bicycle.

while

b.

Eye protection – which must always be worn while operating a police
patrol bicycle. Clear lenses are required for operation after dark or during
reduced light conditions.

c.

Bicycle uniform shirts with open collar and equipped with a sewn-on
badge and nametag.

d.

Bicycle pants or shorts.

e.

Departmentally approved black athletic shoes with white/black socks.

f.

Bicycle gloves.

g.

Duty gear (e.g., radio, belts, etc.).

Inspection. Assigned bicycle personnel shall:
a.

Complete a safety and equipment inspection prior to beginning their patrol
duties.

b.

Ensure they have the appropriate forms, citations, and personal equipment
prior to beginning patrol.

SPECIFIC RESPONSIBILITIES
1.

Assigned sworn bicycle personnel:
a.

May patrol special events, community trails, or whenever the use of
bicycle patrols will enhance police coverage and response, subject to
supervisory approval.

b.

May be used to complement regular patrol assignments, with the approval
of the on-duty supervisor or patrol commander.

c.

Must ensure adequate patrol personnel are available to staff all designated
patrol areas and assignments with at least one officer per assignment in
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addition to any bicycle patrol officers assigned.

2.

3.

F.

d.

Must ensure at least one motorized officer is assigned to the designated
patrol area in addition to the bicycle officer.

e.

Must have a fully equipped patrol car available and within five (5) minutes
or less response time from the location of their bicycle patrol activities.

f.

Must remain within their assigned patrol area and available to respond to
dispatched calls within that area, unless specifically assigned to other
duties by a supervisor. The supervisor may designate the bicycle patrol
unit as having a non-primary responsibility for dispatched calls.
Otherwise, the bicycle patrol officer will be responsible for the completion
of regular reports and duties.

g.

Must notify the dispatch center when they are patrolling on bicycle and
when they have returned to motorized patrol.

Bike patrol cadets shall:
a.

Patrol freely;

b.

Enforce parking laws;

c.

Not take calls for service; and

d.

Interact with the community.

Motorized patrol officers shall:
a.

Assist with the transport; and

b.

Booking of persons arrested by the bicycle officer.

BICYCLE OPERATION. Personnel on bicycles:
1.

Have the same privileges on the roadway as any vehicle and must comply and
adhere to the same traffic laws.

2.

Shall be mindful to set an example for other motorists and bicyclists while
operating a police bicycle.

3.

Operating after dusk must display a lit safety strobe/light and wear a reflective
safety vest or clothing.
a.

The strobe/light shall be mounted on the handlebars of each bicycle – the
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Department shall ensure this equipment is available and properly mounted.
G.

BICYCLE SAFETY & SECURITY. Assigned bicycle personnel:
1.

Should be aware police bicycles may be subject to theft.

2.

Should remain as close to an unsecured bicycle as possible.
a.

Each police bicycle will be equipped with a security chain/lock, which
shall be used to secure the bicycle while stored on the vehicle rack or left
unattended.

b.

Handcuffs may also be used to secure the bicycle when appropriate.

3.

Must ensure that officer safety is not compromised to protect or secure the police
bicycle.

4.

If sworn, shall transport police bicycle using the bicycle rack, which will be
temporarily mounted to the trunk of the patrol vehicle.

5.

Shall complete a bicycle safety inspection for each tour of duty or training session
prior to riding the bicycle and then record the results of that inspection on their
“Daily Activity Report.”

6.

Shall if a problem is detected during the pre-ride inspection:
a.

H.

Note the problem on their “Daily Activity Report” and then:
1)

Correct the problem if minor in nature and notify the detective
sergeant or:

2)

Take the bicycle out of active duty and forward the information to
the detective sergeant.

MAINTENANCE RESPONSIBILITY
1.

The detective sergeant or designee shall ensure all police bicycles:
a.

Are always maintained in operating condition ; and

b.

Receive periodic maintenance as required.

2.

Simple maintenance will be conducted as needed by the officers assigned to
bicycle patrol.

3.

More difficult maintenance will be done by an authorized repair shop.
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4.

Each bicycle will be assigned a number for maintenance purposes. (City of East
Grand Rapids registration sticker number)

5.

A maintenance record will be kept by the detective sergeant or designee.

I.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

J.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies shall be guided by this policy.

K.
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A.

PURPOSE. To outline the Citizens Assisting Public Safety Program (C.A.P.S.) and the
responsibilities of C.A.P.S. volunteers. To document our reserve officer program.

B.

CIVILIAN VOLUNTEER PROGRAM
•

C.

RESERVE OFFICERS
•

D.

The East Grand Rapids Department of Public Safety does not have a civilian
volunteer program effective 10.2.17.

The East Grand Rapids Department of Public Safety does not have reserve
officers.
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A.

PURPOSE. To establish guidelines and procedures for participation in the Department’s
Ride-Along Program which is designed to improve communications and relationships
between members of the Department and the community.

B.

ELIGIBILITY. The following persons are eligible to participate in the Ride-Along Program
with a completed “Ride-Along Agreement” form:
1.

City of East Grand Rapids residents eighteen (18) years of age or older. Special
exception provision allowed based upon needs.

2.

Visiting law enforcement personnel.

3.

City of East Grand Rapids employees.

4.

A relative of an active or retired East Grand Rapids Department of Public Safety
employee.

5.

Professionals and students in the field of criminal justice and the social services.

6.

Members of the news media and local government officials.
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C.

D.

The Director of Public Safety may authorize participation by any individual who
does not fall within the eligibility requirements if that participation in the RideAlong Program benefits both the individual and the Department.

RIDE-ALONG REQUEST.

Prior to participation, a ride-along candidate must:

1.

Have read and signed the “Ride-Along Agreement”/waiver form in its entirety.

2.

Not have any felony convictions, narcotics convictions, or any unacceptable
misdemeanor convictions as determined by the Public Safety Director or designee.

3.

Not have any current or previous civil actions against the city or any employee of
the city.

4.

Complete a criminal history authorization form.

5.

Ensure the form and information is forwarded to the captain.

SPECIFIC RESPONSIBILITIES
1.

2.

E.

13-16.2

The captain shall:
a.

Confirm all information is in order and recommend to the Director of Public
Safety if the applicant is clear to ride-along.

b.

If the applicant is approved, set the ride-along up with the applicant and
advise the appropriate sergeant of the shift the ride along will take place on.

c.

If the applicant is not approved, contact the applicant, and advise the subject
of the refusal.

Sworn member/host officer responsible for the ride-along shall:
a.

Write an incident report regarding any injury to a Ride-Along Program
participant; and

b.

Advise the on-duty supervisor of the incident as soon as practical.

BRIEFING OF THE RIDE-ALONG PARTICIPANT.
1.

Prior to the beginning of the ride-along the host officer will conduct a brief
orientation which should include the following:
a.

Where to find the fire extinguisher, flares, fire blanket, etc.

b.

Police radio use protocol.
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c.

Proper use of the police radio in the event the ride-along must use it.

d.

A review of ride-along safety protocols such as:
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1)

The ride-along will remain in the police vehicle unless permission is
granted for him/her to accompany the officer.

2)

Ride-Along Program participants must always use seat belts.

3)

Certain police calls - including priority responses - are considered
inherently dangerous and the ride-along may be dropped off at a safe
place. After the call is completed, the officer shall ensure that the
ride-along is retrieved.

4)

On scene protocol.

5).

Questions concerning a specific incident may be discussed after the
incident is safely concluded.

Ride along participants shall not:
a.

Enter any person's home while participating in the ride-along unless the host
officer has asked and is granted express permission from the
homeowner/occupant to allow the ride-along participant entry.

b.

Interfere in any way with the officer's handling of a situation.

c.

Accompany an officer during a vehicular pursuit.

d.

Photograph, videotape, or record any portion of the ride-along.

e.

Possess weapons such as firearms, batons, O.C. spray, etc.

F.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

G.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

H.
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A.

PURPOSE. To establish guidelines and procedures for the School/Community Liaison
Program.

B.

POLICY. The school/community liaison officer leads the Department’s efforts to provide
public safety services on school property that protect life, property and reduce criminal
incidents involving school age youth.
1.

The school/community liaison officer shall:
a.

Establish a familiarity between the community’s youth and police officers.

b.

Serve as the link between law enforcement and this community’s schools.

c.

Serve as a resource to the educational system in their effort to identify and
suppress actions that endanger the safety of those within the school
system.
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The Department:
a.

Is committed to protect the safety of the public and their rights to conduct
lawful activity upon school property.

b.

Will take steps to discourage unlawful acts on school property.

c.

And its officers will respond appropriately to unlawful activity.

d.

Will respond to disruptive situations consistent with Department policy.

e.

As outlined in Section E.2 of this policy, will not directly enforce school
rules, but officers may provide support to school officials by standing by
as a peace officer while they enforce the rules.

DUTIES OF ASSIGNED PERSONNEL
1.

The school/community liaison officer shall:
a.

Focus on crime prevention and the apprehension of offenders.

b.

Work with designated school administrators to resolve school related
issues.

c.

Participate in the threat assessment process of the school and help identify
solutions to eliminate or mitigate the threat.

d.

Receive and handle incidents that may relate to the immediate area of
school property. Reporting of incidents received will be handled according
to Department policy.

e.

Patrol their assigned area checking for criminal activity and unsafe
conditions.

f.

As an investigative tool, conduct meetings with students, their parents, and
educational professionals concerning law enforcement issues. These
activities will be documented as required by Department policy.

g.

Coordinate activities and meetings between students, school officials and
other law enforcement personnel. These activities will be documented as
required by Department policy

h.

(May) be responsible for making and coordinating formal classroom
presentations utilizing the T.E.A.M. training curriculum. These activities
will be documented as required by Department policy.
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Familiarize themselves with school rules and policies. The assigned
officer should be familiar with agreements made by the Department and
school districts that may affect the officer’s duties or responsibilities.
Specific areas of concern are:
a)

The public may be limited to specific areas such as a polling
location or a meeting subject to the Open Meetings Act.

b)

Must be aware of a person’s right to lawfully possess a pistol on
school property and must know school protocol. School districts
may, by published and posted school regulation, exclude weapons
on their property. Officers will not directly enforce rules but may
provide support to school officials by standing by as a peace
officer while they enforce the rules.

j.

Shall assist other officers, units or agencies conducting investigations on
school property.

k.

Manage and supervise the Bike Patrol and School Crossing Guard
Programs including, but not limited to, the hiring, training, and
supervision of bike patrol cadets.

l.

Maintain and coordinate the Department’s involvement with the Metro
High School Police Academy, which includes attending informational
meetings and assisting at the Metro Academy.

m.

Be involved in community meetings and events conducted by outside
organizations including, but not limited to, the Children’s Assessment
Center, Kent Career Technical Center, and Grand Rapids Community
College.

n.

Work school sporting events and activities (dances, etc.) when requested.

o.

Participate in school safety drills. (e.g., tornado, fire, and lockdown).

p.

Help plan and coordinate the school’s lockdown procedure.

q.

Liaison with the crossing guard supervisor.

r.

Set up and conduct department tours.

s.

Conduct child safety seat inspections.

t.

Assist the detective sergeant with case investigations.
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u.

Attend monthly meetings with area detectives at the Children’s
Assessment Center.

v.

Keep supervisors apprised of situations of criminal prosecutions, credible
threats, or the need for additional public safety resources.

w.

Perform other tasks as directed by the Director of Public Safety, captain,
or detective sergeant.

Detective sergeant:
a.

Oversees the school/community liaison officer.

b.

Assigns complaints for investigation.

c.

Assists the liaison officer with school administrators.

DELINEATION OF AUTHORITY. The school/community liaison officers shall:
1.

Take police action as outlined by Department policy when a law has been
violated.

2.

Not be responsible for carrying out or enforcing school rules or policies, as part of
their primary duty. However, if a student’s violation of a school rule or policy
leads the officer to believe that this student’s behavior may lead to a violation of
the law the officer should explain the violation to the student, document the
incident and report the violation to the proper school authority.

IN CUSTODY SITUATIONS. The school/community liaison officer shall:
1.

As soon as it is practical, notify the appropriate school authority if a student under
school’s control is taken into custody.

2.

Notify the parent, guardian, or custodian of a detained juvenile offender’s charges
and appearance requirements prior to the juvenile’s release. Traffic offenses are
the only exceptions. A school official can serve as the custodian of the juvenile.

3.

Follow Department policy during investigations or while a juvenile is in custody.
Juvenile status offenders or abuse/neglect victims will not be placed in detention
but will be transported to the Department for disposition.

4.

Secure and hold a juvenile offender taken into custody according to Department
policy until release can be arranged.
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5.

Process according to Department policy, a student who is of adult age (17 years of
age or older) and is arrested or taken into custody and is not going to be cited and
released.

6.

Understand that all records and documentation maintained by the
School/Community Liaison Program are the property of the Department. All
records will be maintained according to Department policy. Any deviation from
that policy must have the written permission by the Director of Public Safety or
designee.

7.

Not keep or maintain possession of confidential records that are the responsibility
of the schools.

CHAIN OF COMMAND
1.

The school/community liaison officers are responsible to the Department’s chain
of command as outlined by policy.

2.

Unless otherwise authorized by the detective sergeant, incidents assigned to the
school/community liaison officer for investigation shall be the responsibility of
that officer. It is the responsibility of the school/community liaison officer to
request additional assistance when needed.

3.

When a school/community liaison officer is not available, the officer assigned to
handle an incident on a school property will be responsible for the investigation
and report of the incident. That responsibility can only be relieved by the captain
or detective sergeant.

REPORTING/RECORDS. The school/community liaison officer shall:
1.

Follow department policy involving reporting police related incidents, activity
logs, and any other department related forms or documents.

2.

Acknowledge that all records and documentation maintained by the
School/Community Liaison Officer Program are the property of the East Grand
Rapids Department of Public Safety. All records will be maintained according to
Department policy. Any deviation from policy must have the written permission
of the Director or designee.

3.

If designated as the school resource officer under the Statewide School Safety
Information Policy, keep a record of all incident reports or law enforcement
records prepared as required under the local School Safety Information policy.
The records must be retained in a location separate from student educational
records as defined under the Family Educational Rights and Privacy Act
(FERPA).
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Report mandatory incidents: (See Manual of Policy & Procedure Section 8-22:
Public Safety Officer Response to Schools for a list)

STUDENTS AND LAW ENFORCEMENT TOGETHER PROGRAM: Shift officers
shall:
1.

Attempt to walk through assigned schools on a daily basis.

2.

Make contact with school administrators and students.

3.

Be visible at the schools.

4.

Vary times of school visits.

5.

Be visible during school crossings.

6.

Document on your Daily Activity Report:
a.

The school you visited,

b

The times you were there,

c.

The number of students/teachers you spoke with.

d.

Document any meaningful information provided in a report. (i.e., kids
smoking in the parking ramp, kids drinking behind the bleachers.)

I.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

J.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

K.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

None
8.20.15
7.3.19

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish procedures for the use of digital cameras, department
issued/approved cellular telephones and the collection, maintenance, and archiving of
digital evidence photos by all personnel.

B.

OPERATION OF DIGITAL CAMERAS/CELLULAR TELEPHONES. Personnel:
1.

Prior to authorized use of a digital camera or cellular telephone, must have and
maintain a working knowledge of the assigned digital camera or cellular
telephone.

2.

Assigned digital cameras or cellular telephones are responsible for its reasonable
care and maintenance. Any problems with the camera, either mechanical or other
shall be reported to the shift sergeant.

3.

Shall only use Department issued and/or approved digital cameras or cellular
telephones for departmental activities. DO NOT USE PERSONNEL CELLULAR
PHONES FOR PHOTOGRAPHING OR RECORDING.

4.

Shall not alter any original digital image in any way (i.e., brightness, contrast,
etc.).
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SPECIFIC RESPONSIBILITIES
1.

2.

3.
D.
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The detective sergeant shall be responsible for the management of digital images
on Department computers and the computer network, including the:
a.

Management of digital images while they reside on any external computer
storage device, or during their process life span.

b.

Responsibility for housing and archiving.

Operator responsibilities. Personnel assigned a digital camera, cellular telephone
shall:
a.

Use it in accordance with both City and departmental policy.

b.

Store the photo using Axon Capture on the phone or on the server under
the complaint number in the appropriate year file in the J:// Drive. When
creating complaint number folders for digital evidence, use the format of
YY-NNNN (Y = Year, ex.: 07; N = Complaint number with four digits,
ex.: 0020).

c.

Once stored on the server, erase pictures from the digital camera.

Supervisors shall monitor the use of the digital cameras, cellular telephones for
compliance with departmental procedures.

OPERATING PROCEDURES
1.

2.

Personnel shall submit their digital evidence electronically as directed in training.
These images are:
a.

Considered evidence and are to be treated as such; and

b.

The sole property of the East Grand Rapids Department of Public Safety
and are not to be converted for personal use in any way.

Any required image processing (i.e., image analysis, enhancement, or adjustment,
etc.) shall be performed on working copies of the original digital image. Members
of the assigned Forensic Services Unit shall perform this work.

E.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.
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A.

PURPOSE. To establish a uniform method to accept, store, dispose of, and/or release
property in an efficient and lawful manner.

B.

POLICY. To ensure that property in the custody of the East Grand Rapids Department of
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Public Safety:

C.

D.

1.

Is properly secured and stored in a manner that protects it physically;

2.

Is easily and readily retrievable;

3.

Allows for full and proper documentation of changes in its custody; and

4.

Allows for alternative action to be taken consistent with this policy, whenever the
procedures outlined herein cannot be followed for reasons beyond the control of the
officer, only with a supervisor’s approval.

DISCUSSION. It is critical that East Grand Rapids Department of Public Safety’s property
management function:
1.

Develops and maintains strict measures for the receipt, handling, security, and
disposition of property;

2.

Provides for the security and control of all categories of property in the custody of
the Department, which is critically important in supporting investigations, and
helping successful prosecution of civil/criminal trials;

3.

Facilitates the timely return of property to its rightful owners; and

4.

Establishes the Department’s reputation as an honest, reputable agency worthy of the
public’s confidence and trust.

DEFINITIONS
Collectible currency. A medium of exchange including coins, bank notes, government
notes, and paper money that has a value greater than face value.
Contraband. Any property prohibited by any law to be owned, carried, concealed, or
possessed.
Currency. A medium of exchange including coins, bank notes, government notes, and paper
money that has a value not greater than face value.
Evidence. Any property that furnishes or tends to furnish proof in a legal matter.
Firearm. Any weapon capable of firing a projectile, pellet, or dart that is .177 caliber or
above.
Hazardous Material. Explosives, pyrotechnics, flammable gas, flammable compressed gas,
nonflammable compressed gas, flammable liquid, oxidizing material, poisonous gas,
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poisonous liquid, irritating material, etiologic material, radioactive material, corrosive
material, or liquefied petroleum gas.
Junk. Any property that does not have any fair market value or worth.
Legal Owner. Any individual, organization, partnership, company, corporation, or
governmental agency who had care, custody, or control over the property and can establish
ownership to the satisfaction of the law enforcement agency by description, title, sales
receipt, bill of goods, or other means. Any person who represents the legal owner or an
organization, partnership, company, corporation, governmental agency by affidavit, power
of attorney, bill of goods, or title may be considered the legal owner for purposes of
recovering the property.
Perishable Property. Any property subject to quick deterioration or spoilage except when
maintained under proper conditions.
Property. Anything which is the subject of ownership and is corporeal, tangible, visible, or
personal, or that has an exchange value.
Property Control Officer (PCO). The member(s) assigned by the (Director), or designee, to
maintain control of the Department’s property/evidence storage facilities and functions.
Property of Major Value. Any property that is not collectible currency, contraband,
currency, evidence, hazardous material, junk, perishable property, or property of minor
value.
Property of Minor Value. Any property whose fair market value is less than the total cost
of preparing a property report, plus the costs of storage and disposition, and which is not
collectible currency, contraband, currency, evidence, hazardous material, junk, perishable
property, or property of major value.
Property Room. The secured, limited access storage area designated by the Department for
the storage and maintenance of evidence and property.
Records Management System (RMS). The reporting system used for police reports,
property tracking and release, LEIN work and other law enforcement functions.
E.

CATEGORIES OF PROPERTY
Evidence. Property related to a crime that may tend to prove or disprove a person’s
involvement in a crime.
Safekeeping. Property having no evidentiary value acquired at accident or crime scenes and
cannot be immediately returned to the owner.

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Property & Evidence Management

14-7.4

Found Property. Property having no evidentiary value which, after coming into the custody
of the Department, is found to have been lost or abandoned and is not known or suspected to
be connected to any criminal offense.
Lost and Found. Eyeglasses, keys, key chains, and the like, that are of value only to the
rightful owner.
Property for Destruction. Property having no evidentiary value that a citizen has turned in
and asked to have destroyed, or drugs or contraband that have been turned in to, or
discovered by, a police officer, whose ownership is unknown and from which no criminal
charges will be filed.

F.

1.

Property should not be accepted from the general public for destruction unless it is
contraband or dangerous, such as fireworks, old or unstable ammunition,
explosive devices such as hand grenades or military flares, or other similar devices.

2.

Citizens with inert property such as firearms, knives, or similar equipment should
first be referred to dealers, auction houses, or pawnshops.

GENERAL REGULATIONS. Sworn members shall:
1.

Care for, control, and correctly process all evidence or property which may come
into their possession in the course of their official duties.

2.

Not under any circumstances convert to their own use, manufacture, conceal, falsify,
destroy, remove, tamper with, loan, or give away any item of property coming into
their possession in the course of their official duties, or withhold any property and/or
evidence found in connection with an investigation or other law enforcement action,
except in accordance with established departmental procedures.

3.

If they are the reporting officer, ensure all property/evidence placed in the custody of
the Department is logged into the Records Management System (RMS) prior to
the end of their shift. Officer(s) shall:

4.

a.

Log into the RMS and include an incident number and a completed written
report.

b.

Receive an additional amount of time to accomplish this task if a supervisor
determines exceptional circumstances exist which renders such action
impractical or impossible.

c.

In all such cases, log the property in and secure it properly at the earliest
reasonable time.

Place all property seized under the control of the property management
function before their tour of duty ends.
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Property shall be considered under control of the property management
function when it is secured in a location identified or authorized by this
policy and procedure.

5.

In all cases where property is seized, file a report detailing the circumstances of its
seizure and describing each piece of property taken into custody.

6.

Package and label all property submitted for storage consistent with the provisions
of this policy and procedure.

7.

If they are the receiving officer, seal the evidence storage containers and write their
signature across the seal. This allows the officer to testify in court - with integrity that the items in the sealed container are in fact the same ones received.

8.

Submit a property receipt with the property and secure it in the property locker with
the property or in a separate locker if the property is in the cage.
a.

9.

In order to print a property receipt, officers must click on the “move to
property/evidence button” – the tab to print a property receipt is in the
bottom left corner of the screen containing the property location fields.

Store all in-custody property within designated, secure areas with access limited to
authorized personnel.
a.

All members are expressly prohibited from storing property in their personal
lockers, desks, case files, or any unauthorized location unless it is necessary
to continue an investigation.

b.

Access to areas under the control of the property management function shall
be restricted as follows:
1)

Access to the Property Room shall be limited to the property control
officer (PCO), public safety clerks, and the detective sergeant.

2)

Only the detective sergeant and PCO shall have the combinations to
all safes in the Property Room.
a)

The combination is also located in the Director’s office in a
sealed envelope.

b)

The sealed envelope shall be inspected quarterly, and a
memorandum shall be completed advising it was inspected
and the condition it was found to be in.
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c.

3)

The Property Cage shall be accessible to all sworn officers and the
public safety clerks.

4)

Mechanical and/or electronic keys to the Property Room, property
lockers, drug cabinet, drug lockers, and Property Room safe shall be
held exclusively by the detective sergeant and the PCO. Such keys
shall:
a)

Not be loaned to any person for any reason.

b)

Not be duplicated except at the direction of the Director of
Public Safety.

c)

Be kept in a secure place when not in the possession of the
person assigned the key.

Final disposition of property shall be accomplished within six (6) months of
legal requirements having been satisfied.
1)

G.
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Unless a court order directs otherwise, all property not returned to its
owner or destroyed as contraband shall be disposed of through public
auction or donated to charity.

PACKAGING AND LABELING PROPERTY
1.

Packaging. Sworn members shall:
a.

Package all property in Department approved evidence bags or boxes. Bags
shall be sealed, with the reporting officer’s initials, badge number, and the
date marked across the seal. Boxes shall be sealed using Department
approved evidence tape, with the reporting officer’s initials, badge number,
and the date marked across the seal. The incident number shall be clearly
written on the packaging.

b.

Not “over-package” the material when property is packaged.

c.

When property cannot be secured in an evidence bag or box, affix a
department provided safekeeping/evidence tag with the reporting officer’s
name, date, and incident number written on the tag.

d.

Dry wet material prior to submission.
1)

Most items can be air dried in the Property Cage. Notify the on-shift
supervisor or the PCO of extenuating circumstances.
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Submit photographs and digital images/recordings in a hard-plastic CD case,
soft CD envelope, or other appropriate envelope marked with the date and
case number clearly visible.

SPECIAL HANDLING CONSIDERATIONS
1.

2.

Drugs.
a.

Sworn members should store drugs in tamperproof protective packaging
whenever they are received, released, or returned to the Property Room.

b.

The PCO shall keep drugs separate from other property/evidence in secured
drug lockers within the Property Room. Drugs of an amount too large to
secure in designated lockers shall be secured in a designated drug cabinet.

Firearms/ammunition
a.

3.

Sworn members shall:
1)

Render firearms safe (zip-tied through the firing mechanism).

2)

Secure all handguns in Department approved firearms boxes.

3)

Affix the applicable sticker indicators (e.g., loaded firearm, ammo,
firearm, safe, etc.) to the box.

4)

Keep firearms and ammunition in separate combination vault/safe
within the Property Room.

Currency
a.

Currency, cash, or coin, shall be counted by the reporting officer in the
presence of at least one other officer, and then sealed in an envelope, with
both officer’s signatures and the date written across the seal. The incident
number shall be clearly written on the envelope.
1)

b.

When possible, officers should make every effort to count and secure
currency while utilizing the Department’s in-car recording
capabilities.

The PCO shall ensure that money for each case that involves:
1)

In excess of one hundred dollars ($100) shall be kept in a sealed
envelope in the safe secured in the gun vault in the Property Room.
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b.

6.

7.

Less than one hundred dollars ($100) shall be kept in a sealed
envelope in the general property bins in the Property Room.

Items of exceptional value
a.

5.

14-7.8

Articles of jewelry that contain precious stones and/or metals, precious
metals, antiques, artwork, collectible currency, etc., shall be packaged by the
reporting officer in the presence of at least one other officer, and then sealed
in a clear plastic bag, with both officer’s signatures and the date written
across the seal. The incident number shall be clearly written on the bag.
1)

In instances where the item is too large to be placed in a bag, officers
may choose to tag the property instead.

2)

Efforts should be made to protect and/or carefully handle these items
to maintain their integrity and value.

Items of exceptional value shall be stored in a secure area within the Property
Room.

Perishable evidence. Sworn members:
a.

Should photograph perishable items for misdemeanor or violation-level
offenses using digital equipment. The property can then be returned or
discarded. The photographs shall be submitted as evidence.

b.

Shall for felonies involving perishables, contact the PCO or on-duty
supervisor for instructions.

Contaminated evidence. Sworn members shall:
a.

Employ universal precautions when handling contaminated property.

b.

Dry, double bag in separate paper bags and mark to identify potential or
known biohazard contents of all property contaminated with bodily fluids. .

Alcohol. Sworn members:
a.

Shall seize and submit as evidence, all unopened cans or bottles of alcohol
that can be secured with the original cap that are relevant to the arrest.
1)

While one bottle can/may be all that is required to prove unlawful
possession of alcohol, the Department has no authority to destroy the
rest without a court order.
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Should, if a suspect is charged with an alcohol violation and has an open
container that cannot be secured with the original cap, photograph the
container and its contents, empty the contents of the container, and if the
container has a state return value, return it to the suspect. All other nonreturnables should be rinsed out, secured in an evidence bag, and submitted
as evidence.
Note: For sanitary reasons, all open containers shall be rinsed out before
being submitted to Property Management.

8.

Vehicle storage. Sworn members:
a.

Seizing vehicles as part of a criminal investigation should have it towed by a
private tow company directly to the company’s lot for storage whenever
possible.

b.

Shall have vehicles in need of processing or searching as part of an
investigation shall be brought to and secured in the lower garage unless
otherwise authorized by a supervisor. Officers shall:

c.

1)

Tape off this area using crime scene tape until it is processed; and

2)

Complete the processing without undue delay.

At the conclusion of processing or searching of the vehicle, may return it to
the owner or have it towed by a private tow company for storage on their lot.
1)

d.
9.

If a vehicle being returned to the owner has evidentiary value, the
owner shall be provided with notice that the vehicle is being returned
on condition that it shall be made available for subsequent judicial
proceedings as necessary.

Shall store vehicles in custody on EGRDPS premises for no more than five
(5) days unless permission is granted from the Director.

Flammable substances. Sworn members:
a.

Shall not secure flammable or explosive materials in the Property Room.
Only empty containers may be submitted.

b.

May return flammable liquids to the owner by placing it in a different
container belonging to the owner. If the owner of the liquid cannot be
determined, the officer must dispose of the product by turning it over to the
Public Works Department (DPW). He/she must also indicate in the incident
report the approximate quantity of the liquid disposed of and the names of
those involved with the disposal.
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11.

Bicycles. Sworn members - all bicycles shall:
a.

Be secured in the property cage in the lower garage.

b.

Have their serial numbers run through LEIN to determine if the bicycle has
been reported stolen. The results of this run shall be documented by the
impounding officer in the incident report.

c.

Have an evidence/safekeeping tag attached to it with the complaint number,
date it was located, and the officer’s signature, and badge number.

Edged weapons / sharps. Sworn members:
a.

b.
I.

14-7.10

Shall affix edged weapons or property containing puncturing capabilities
into Department approved boxes or appropriately sized sharps containers.
1)

If the property is already contained within a sheath or cap, secure the
property in the same manner as would be done were the sharp edge
exposed.

2)

Biological considerations should be taken, and universal precautions
utilized if there are suspected biologicals on the property.

Should utilize appropriate stickers identifying the container’s contents as
needed.

EVIDENCE
1.

Submission of evidence. The reporting officer shall:
a.

Be responsible for completing appropriate reports in the RMS, thus
beginning a chain of custody.

b.

Submit all evidence to the PCO by securing it in authorized temporary
storage areas.
1)

c.

Temporary storage areas are identified as the “Property Lockers”
located inside the Department from the lower garage, and the secured
Property Cage, located in the lower garage.
a)

The lockers have individual keys to lock each locker.

b)

The cage has a lock to secure it.

Submit evidence with a receipt attached. Property secured in the Property
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Cage shall have the receipt secured in a property locker.
d.
2.

Provide written direction to be included with any property requiring
examination by outside agencies (i.e., FBI, crime lab, etc.).

Acceptance/processing/storage of evidence. The PCO shall:
a.

Retrieve all items of property submitted from temporary storage areas, and
review the evidence, its packaging, and the RMS entries for accuracy and
completeness.
1)

b.

If errors are found, the PCO shall return the items of evidence to the
reporting officer, and notification of return for correction shall be
made via Department email and in writing to the reporting officer
and the officer’s supervisor. The officer’s supervisor shall be
responsible for overseeing correction and resubmission.
a)

A temporary storage locker shall be designated by the PCO
for the return of property for correction. The written
notification to the reporting officer shall be sealed in an
envelope containing the key to the temporary storage locker
where the property is secured.

b)

After the errors have been corrected, the reporting officer
may re-submit the property.

Assign each property entry a property control number, place the evidence in
an appropriate storage location within the Property Room, and make
appropriate entries/changes in the RMS as well as the written property log.
1)

Log entries shall include:
a)
b)
c)
d)
e)
f)
g)
h)

2)

The assigned property control number;
Date of property submission;
Property description;
Owner (if known);
Impounding officer’s badge number;
Location assigned;
Property status (as applicable); and
Complaint number.

When evidence of a misdemeanor offense is submitted and no arrest
has been made and no warrant is on file, the matter will be scheduled
for review in no less than 180 days.
a)

If the case is inactive at that time, the PCO will consult the
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investigating officer by way of a written request for review.
If no further activity is planned, the evidence will be disposed
of.
3)

When evidence of a felony is submitted and no arrest has been made
and no warrant is on file, the matter will be scheduled for review in
no less than 360 days.
a)

c.

3.

If the case is inactive at the time, the PCO will consult the
investigating officer by way of a written request for review. If
no further activity is planned, the evidence shall be disposed
of.

Ensure that any property removed from storage for any purpose is accounted
for and adjustments made in the RMS.
1)

If property is removed for lab work or investigative purposes, or
other analysis, it is the responsibility of the receiving officer to
include a supplemental report in the case file detailing the date, time,
property control number (if already issued), and movement of said
property.

2)

Appropriate entries will be made by the PCO to the RMS chain of
custody when the evidence is returned.

3)

The PCO shall note in the case file any changes in volume, status, or
condition of property returned to his or her custody.

Temporary and final release of evidence
a.

Property and evidence shall only be removed from the Property Room or
property cage by the PCO, Detective Sergeant, or public safety clerks. These
individuals shall be further identified as “Removing Officers”.

b.

When evidence is temporarily removed from secure storage for purposes of
identification, inspection, analysis, or court, the:
1)

Removing officer shall carefully inspect the property before turning
it over to the receiving officer.

2)

Receiving officer shall carefully inspect the property upon receipt.

3)

Removing officer shall record all transactions in the written transfer
log.

4)

PCO shall record in the RMS chain of custody and through
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supplemental reports added to the case file by the receiving officer.

c.

d.

5)

Receiving officer shall be responsible for the security and integrity of
the property signed out to his or her custody.

6)

Property shall be returned to secure storage at the earliest
opportunity, either directly to the PCO or through the property
lockers.

7)

PCO shall inspect the property and note any qualitative or
quantitative change in condition in the RMS system, before accepting
the evidence back into secure storage.

If after examining/processing an item of evidence it is determined that the
item is of no evidentiary value, the PCO shall return the item to the owner.
If the owner is not known, the PCO shall dispose of the item as required by
state law.
1)

The property location in the RMS will be adjusted by the PCO to
reflect the change in disposition.

2)

Whenever possible, the return of property shall be accomplished by
the reporting officer or by the investigating officer. This is an
excellent opportunity to update the property owner (victim or
otherwise) on the status of the case.

When the Prosecutor disposes of a District or Circuit Court case, the
investigating officer/PCO shall contact the Prosecutor/City Attorney to
determine if the case is concluded and request a determination of property
disposition. The investigating officer/PCO shall request a/an:
1)

Authorization of the return of property to the owner;

2)

Motion be filed for the forfeiture of certain property to the City;

3)

Motion be filed for authorization to destroy or otherwise dispose of
contraband or physical evidence not suitable for return; or

4)

Motion be filed with the appropriate court for the destruction of
controlled drugs.

e.

The investigating officer shall be responsible for taking similar action when
returns are received from the Circuit Court.

f.

The investigating officer shall notify the PCO through Department email of
any evidence disposition returns from either Court.
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The PCO shall dispose of evidence in the manner outlined by the courts and
pursuant to procedures otherwise outlined in this policy.

SAFEKEEPING
1.

Submission of property in safekeeping. Sworn members shall:
a.

b.
2.

3.

Before accepting personal property into custody for the purpose of
safekeeping.
1)

Determine that there is a need for safekeeping and that there is no
other reasonable way of returning the property; and

2)

Ensure that the owner knows that his or her property is in police
custody and may be retrieved by contacting the office and planning
for pick up.

If the reporting officer, inventory, package, label, and submit property in the
same manner as they would evidence.

Acceptance/storage of property in safekeeping. The PCO shall:
a.

Ensure that all property submitted under safekeeping status will be collected,
documented, and secured in the Property Room in the same manner as
evidence.

b.

Schedule a review of the property in no less than 90 days’ time.

c.

For items which are incorrectly or improperly packaged inventoried, or
submitted, return them to the reporting officer for correction as appropriate.
The supervisor shall be notified to ensure timely correction and
resubmission.

Temporary and final release of property held for safekeeping. The PCO shall:
a.

Whenever property is held in safekeeping, remove it from secure storage on
a temporary basis according to the procedures outlined in Section I.3 of this
policy.

b.

When the 90-day safekeeping period is over, send a “NOTICE” to any
known legal owner of property by First Class Mail at his/her last known
address of record. The notice shall contain the/a:
1)

Date the property was received by the Department;
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2)

Type of property found;

3)

Cost of storage per day, (if any);

4)

Statement that the property must be claimed within “30 days of
receipt of the Property Claim Letter” or the property shall be
considered abandoned and disposed of pursuant to this policy and
Act 273, PA of 1987; and

5)

Name of the Department, and the address and telephone number
where the legal owner can recover their property.

Make available for public auction, charitable donation, or destruction,
property not recovered by owners in the time frame indicated by the letter.
1)

Property may be released to a charitable organization as defined in
Section 2 of the Charitable Organizations and Solicitations Act, Act
169 of PA of 1975, being section 400.272 of MCL.

2)

Property being donated to charity shall be listed in a “Property
Release to Charity Inventory” form which shall include the property
make/model, property control number, serial number, and a brief
property description.

4)

When donated property is released to charity, the “Property Release
to Charity Inventory” form shall be signed, dated, and the charity
information entered onto said report. This report shall remain on
record in the Property Room.

d.

Return seized deadly weapons only on receipt of a court order authorizing
their return.

e.

Ensure the timely return of property.

FOUND PROPERTY
1.

Submission of found property. The reporting officer shall:
a.

When taking possession of found property, ensure
known, the property is returned immediately prior to
the property management system. If property
immediately, steps should be taken by the reporting
timely manner.

b.

If an owner is unknown, and property is turned over to the public safety
department by a citizen, document the name, address, and phone number of
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the individual turning over the property.

2.

3.

c.

Document all attempts to return property in their incident report, including
the finder’s information.

d.

Inventory, package, label, and submit found property the same as evidence.

Acceptance/storage of found property. The PCO shall:
a.

Ensure all property submitted under found status is collected, documented,
and secured in the Property Room in the same manner as evidence.

b.

Ensure items which are incorrectly or improperly packaged, inventoried,
labeled, or submitted, as well as items which should have been returned to
the owners, are returned to the reporting officer for correction as appropriate,
and the reporting officer’s supervisor will be notified to ensure timely
correction and resubmission.

c.

Consistent with provisions set forth by statute, schedule found property for
review in the following manner:
1)

For property where the owner is known, property shall be reviewed
in no less than 90 days.

2)

For property where the owner is not known, property shall be
reviewed in no less than 30 days.

3)

All bicycles, regardless of value, shall be reviewed in no less than
180 days.

Temporary and final release of found property
a.

Whenever found property must be removed from secure storage on a
temporary basis, the procedures outlined in the section on evidence shall be
followed.

b.

Not including members of this Department, or City employees, any person
who finds property and submits it to the Department may claim the property
if it has not been claimed by its rightful owner within the timelines
established by statue.

c.

The property management system shall be reviewed by the PCO on a regular
basis, at a minimum annually, to ensure that items eligible for return to
owner or finder are returned as soon as possible.

d.

The PCO shall ensure that the finder is notified by mail using the “EGR
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Property Claim Letter,” of his or her right to claim the property and provide
the finder with instructions and a time frame for claiming the property.

L.

e.

Found items that are contraband will be destroyed.

f.

The releasing officer shall document all property returned and ensure that a
property receipt is signed by the property claimant, and the property receipt
turned over to the PCO.

g.

All property unclaimed by the owner or finder by the time frame indicated in
the Property Claim Letter shall be disposed of at public auction, by donation,
or destroyed.

PROPERTY FOR DESTRUCTION
1.

2.

Submission of property for destruction. Sworn members:
a.

Taking custody of property for destruction from private citizens will ensure
that it is a reasonable request, that the person giving up the property is the
owner thereof, and that no satisfactory alternative exists.

b.

Before submitting drugs or contraband for destruction, shall ensure that
further investigation is not warranted, and that destruction is appropriate.

c.

Shall inventory, package, label, and submit property for destruction the same
as evidence.

Acceptance/storage of property for destruction
a.

Property for destruction also includes contraband that cannot be returned to
the owner, property that has been released by the court and slated for
destruction, property held for safekeeping that could not be returned,
auctioned, or donated, or found property that could not be returned,
auctioned, or donated.

b.

All property submitted under destruction status will be collected by the PCO
and will be documented and secured in the Property Room in the same
manner as evidence.

c.

Items which are incorrectly or improperly packaged, inventoried, labeled, or
submitted, shall be returned to the impounding officer for return or
reprocessing as appropriate, and the supervisor will be notified to ensure
timely correction and resubmission.

d.

Drugs to be destroyed shall be placed in Department provided disposal bags,
sealed, and placed in the disposal cart for incineration. The disposing
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officer’s initials, and the date shall be written across the seal at the time of
disposal. This does not apply to the medications dropped off in the
medication disposal box located in the front entranceway of the Department.
3.

Disposition of property for destruction
a.

b.

M.

The PCO shall:
1)

Secure property for destruction in Department issued disposal bags
which shall be secured, initialed, and dated by the PCO at the time of
disposal.

2)

Notify the detective sergeant of property that has been disposed of or
destroyed via Department email.

The detective sergeant/designee shall:
1)

Plan for the incineration of property as needed or, at minimum,
quarterly.

2)

Be accompanied by a second member of the Department to the
incinerator. One party must always remain with the property . At no
time is property for destruction to be left unmonitored.

3)

Ensure proper precautions are taken to ensure officer safety. The
nature of the property for destruction should be concealed from
public view and sworn officers disposing of property should be
armed and wearing body armor.

4)

Remain with the property for destruction until it is visually
confirmed the property is being incinerated.

DISPOSAL OF CONFISCATED WEAPONS
1.

M.S.A. 28.100, Section 14 and M.S.A. 28.436, Section 239, require all confiscated
weapons (pistols, rifles, shotguns, knives, bludgeons, etc.) carried, used, or
possessed contrary to Act 328, Public Acts of 1931, and Act 372, Public Acts of 1927,
to be
forfeited to the State and turned over to the Commissioner of the Michigan
State
Police for disposition.
a.

An amendment to this act, Section 239a, was put into effect in 2010. Under
this amendment, a law enforcement agency that seizes or otherwise comes
into possession of a firearm or part of a firearm subject to disposal under
section 239 may, instead of forwarding the firearm or part of a firearm to the
Director of the Department of State Police or his or her designated
representative for disposal under that section, retain that firearm or part of a
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firearm for the purposes of legal sale or trade, or for official use by said
department.

N.

2.

Disposal of all confiscated weapons shall be done in accordance with this decree,
and in accordance with Michigan State Police weapons disposal procedure.

3.

This procedure holds true for all firearms that submitted as property, regardless of
property category.

LOST AND FOUND
1.

2.

O.

Storage of lost and found property
a.

Lost and found articles shall be placed in a bin in the Dispatch Office.

b.

A written log including the date the property was found, and a brief
description, as well as any finder/owner information shall be kept in the
Dispatch Office.

Disposition of lost and found property
a.

The Lost and Found bin in the Dispatch Office shall be inspected regularly,
and all items that have been held for 180 days or more shall be removed by
the public safety clerks or the PCO.

b.

Lost and found items in good repair can be donated according to donation
procedure.

c.

Keys, keychains, and items in poor repair shall be destroyed.

CONTRABAND RELEASED FOR TRAINING PURPOSES
1.

Applicability. This section applies to contraband in the custody of the East Grand
Rapids Department of Public Safety, including controlled substances, drug
paraphernalia, street weapons, edged weapons, impact weapons, firearms, and
counterfeit identity documents.

2.

General prohibition. Except with the written agreement of the prosecution and
defense, no property of any type shall be used for training or public education while
the case it is associated with is still pending in court.

3.

Retaining contraband and other property can be done when:
a.

A case is concluded and adjudicated, including any mandatory appeals
periods, and any officer wishes to preserve property/contraband for the
purposes of investigation training or public education, the officer shall
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submit in writing to the Director a request for said property to be converted
to Department use.
1)

b.

4.

The Director shall route such a request through the Prosecutor’s
Office. The request shall describe the article(s) in question and ask
the court to remand it to the custody of the East Grand Rapids
Department of Public Safety for purposes of investigations training
and/or public education.

Such a motion is granted:
1)

The property/contraband shall be conspicuously marked as preserved
for training, including the docket number of the court order.

2)

The authorizing paperwork and all transmittal paperwork for each
item so retained shall be maintained in a special file by the PCO.
This paperwork shall include copies of any and all attempted
property return owner notifications.

3)

The RMS shall be updated, and a supplemental report filed by the
PCO regarding the changes in the property’s status. The written log
shall be updated.

4)

The property/contraband shall be stored in a secured area of the
Property Room when not in use.

5)

Property/contraband shall not be considered for release to the
Department until required property retention periods have been
observed, and owner notifications made (when appropriate).

c.

The property has exceeded the required retention period and owner
notification requirement.

d.

The Director of Public Safety gives written permission.

e.

The Kent County Prosecutor gives written permission.

Utilization of retained property
a.

Property/contraband which has been authorized by a court to be used for
investigative training or public education may be released to a requesting
officer.

b.

The transfer of possession shall be recorded in the RMS.

c.

The receiving officer is responsible for the security of the property received.
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d.

Property will be returned directly to the PCO or through the property lockers,
and appropriate entries shall be made in the RMS by the PCO.

e.

Before accepting the property/contraband back into secure storage, the PCO
shall inspect it carefully and note any qualitative or quantitative change in
condition in the RMS.

FORFEITED PROPERTY
1.

2.

Q.
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Forfeiture Process
a.

Both the federal and state governments have procedures by which private
and/or legal currency may be seized and utilized by the agency or agencies
involved in the enforcement action.

b.

Both the federal and state procedures require specific paperwork to be filed
for property to be accounted for and for the disposition of that property to be
appropriately documented.

c.

Property or funds seized under these laws are generally not contraband but
the fruits of criminal activity and are generally utilized as intended; i.e.,
vehicles for transport, cash for purchases, computers for work, etc.

Accountability
a.

All property forfeited to the East Grand Rapids Department of Public Safety
shall be accounted for within the City’s financial system, in the case of cash,
or the RMS, in the case of other property such as vehicles or computers.

b.

No forfeited property or cash shall be used for personal purposes, nor shall
seized property be used before it has been awarded to the Department
following the forfeiture process.

PROPERTY MANAGEMENT FUNCTION
1.

The Property Management Unit is:
a.

A component of the EGRDPS Investigative Services Division. The mission
of the Property Management Unit is, consistent with the provisions of this
policy, to be responsible for the legally sufficient and administratively
efficient management of all property in the custody of the East Grand Rapids
Department of Public Safety.

b.

Staffed by a:
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4.

1)

Detective sergeant

2)

Property control officer designated by the Director;

3)

Public safety clerks; and

14-7.22

The detective sergeant shall:
a.

Be responsible for the management of all evidence, found property, property
in safekeeping, and property marked for destruction in the custody of the
EGRDPS and act as the alternate PCO;

b.

Be responsible for the scheduling of and incineration of property for
disposal.

c.

Be responsible for the purging of property entries from RMS when
appropriate.

d.

Supervise the property control officer and public safety clerks, and arrange
coverage for extended vacations and other absences;

e.

Ensure that all provisions of this policy are adhered to; and

f.

Review results of all inspections and take corrective actions on all identified
deficiencies.

The property control officer shall:
a.

Be directly responsible for the day-to-day management, control, security
integrity, and timely return of those items accepted by or stored in the
Department’s Property Room and Property Cage;

b.

Whenever possible, ensure that items of evidence that can be photographed
and returned are so processed;

c.

Inspect all property submitted for storage and shall have the authority to
reject any item(s) that is/are improperly packaged, labeled, inventoried, or
otherwise inappropriately prepared for submission. He or she may further
reject property of no probative value, or which may be inappropriate for
safekeeping or storage;

d.

Maintain an inventory and tracking system of all property held by this
Department, updated regularly to accurately reflect the status of all property
held by the Department. Additionally, a record shall be maintained for those
items that may be temporarily removed for court, analysis, etc.
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e.

Notify the detective sergeant of the need for the incineration of
property for destruction;

f.

Notify the detective sergeant, in writing, of property/evidence entries that
are eligible for purging from the RMS;

g.

Maintain supplies for property packaging and labeling;

h.

Conduct training as needed pertaining to property reporting, packaging, and
submission.

Public safety clerks shall:
a.

Assist the PCO in maintaining an accurate and timely inventory and tracking
system of all property held by the Department through the RMS;

b.

Return property to owners as needed or directed by investigating officers or
the PCO, ensuring that a signed property receipt is obtained and turned over
to the PCO;

c.

Be responsible for packaging and shipping all evidence to various state and
federal laboratories as directed by investigating officers or the PCO.

The reporting officer shall:
a.

Be responsible for the identification, collection, and correct initial packaging
of all property seized.

b.

Ensure that the appropriate reports in the RMS detail the circumstances by
which the property was acquired.

c.

Ensure that all items or packages are identified with labels and/or tags as
provided for that purpose.

d.

Submit all impounded property to the PCO by placing them in an authorized
storage area before the end of the shift.

e.

Submit with all property a printed property receipt.

f.

Take reasonable steps to identify the owner or custodian of the property and
advise them of the status and location of their property, returning said
property whenever feasible.

g.

Notify the PCO if temporary lockers, areas, or facilities are at capacity or if
the size or composition of the evidence/property makes it impossible to
adequately secure the evidence/property.
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Notify the PCO if evidence bags, tags or equipment are running low or
empty.

TEMPORARY STORAGE AND SUBMISSION OF PROPERTY
1.

2.

Working property lockers:
a.

Provide for temporary storage of property that cannot be immediately
submitted into the Property Room. The “working” property lockers
indicated in this policy are the two-way lockers located just inside the
building from the lower garage.

b.

Are designated as such when an officer needs extended possession of
property to further an investigation.

c.

In all cases, should be used as infrequently and for as short a period as
possible.

Rules for use of working property lockers: The reporting officer shall:
a.

Enter property into the RMS before the end of their shift.
1)

b.

A supervisor may determine that exceptional circumstances exist and
authorize an officer a reasonable amount of time to complete this task
and allow property to be kept in the “working” lockers pending
completion.

When property is placed in these lockers, either:
1)

2)

Retain personal control over the key to secure property yet retain
possession of it to further an investigation thus designating the locker
as a “working” property locker, and:
a)

Keep the key in their personal possession or maintain it in a
secure place;

b)

Shall not leave the key in a mailbox or anyplace where
anyone passing by has access to it; and

c)

Document in RMS the length of time and purpose for
extended retention of property.

Secure the key in the property locker along with the property by
utilizing the locker key drop slot, thus submitting the property, and
passing control of the property on to the PCO.
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Shall not leave property in a “working” property locker without supervisory
approval when the officer is on scheduled days off.
1)

All property should be entered into the RMS and placed in lockers
for submission before the end of the officer’s work week.

2)

Where necessity dictates, a supervisor may determine that
exceptional circumstances exist and authorize the officer a
reasonable amount of time that goes beyond days off. Authorization
shall be conveyed to the Captain and PCO via Department email.

d.

In all cases where “working” property lockers are utilized, notify the PCO by
Department email at the time the property is entered into the RMS.

e.

When property has been properly identified, documented, and packaged, it
and an accompanying RMS printed property receipt shall be placed in the
same bank of property lockers adjacent to the Property Room. The locker
key shall then be secured within the property locker with the property.

f.

Always place property in the smallest locker it will fit in, and ensure the door
is closed securely.

g.

If all property lockers are full, or if the article is too large to fit in any of the
lockers, secure the items in the Property Cage, located in the lower garage.
This cage is accessible by any sworn officer.

h.

Use this cage only as necessary. Officers should understand that this is only
a temporary storage facility, and the integrity of some
evidence may
not be guaranteed.

i.

If circumstances arise where evidentiary integrity needs to be maintained,
contact the PCO via telephone and determine alternate provisions. If the
PCO cannot be reached, notify detective sergeant in the same manner.

INSPECTIONS
1.
The property management function shall be inspected consistent with the provisions
of this section.
2.

The inspection’s purpose is to ensure the:
a.

Property Room is maintained in a clean and orderly fashion;

b.

Integrity of property is maintained;
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4.

c.

Provisions of this policy and other relevant orders are met;

d.

Property is protected from damage or destruction; and

e.

Disposal of property having no further evidentiary value is conducted
adequately and in a timely manner.

Frequency of inspections. The detective sergeant shall:
a.

No less than semiannually, conduct an inspection of the property
management function.

b.

Assure adherence to procedures relevant to the control of property is the
primary focus of the inspection.

c.

Include inspection of the physical storage facilities as well as the Records
Management System.

d.

Complete a report of the inspection in memorandum format and forward it to
the Director.

A custodial change inventory:
a.

Shall be conducted whenever there is a change of the PCO, detective
sergeant, or Director of Public Safety.

b.

Is done to ensure continuity of custody.

c.

Shall be conducted jointly by the incoming and outgoing evidence/property
custodians. In the event of a change in the Director’s position, the Director
need not participate in the actual inventory. In this case, the sitting detective
sergeant and PCO shall conduct the Inventory.

d.

Must account for all property/evidentiary items considered “high risk” (e.g.,
currency, precious metals, jewelry, firearms, perishables, DNA, and drugs).
For non-high-risk property/evidence, a representative sampling is enough.
Shall be documented in memorandum format and forwarded to the Director.
A copy of the memorandum shall be kept on file in the Property Room.

e.
5.
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An investigative property inventory:
a.

Shall be conducted whenever there is any indication or suspicion of a breach
of the property/evidence repository.

b.

Must account for all property/evidentiary items.
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T.
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Shall conclude with a detailed written report submitted to the Director of
Public Safety.

An internal audit of property in Department custody shall:
a.

Be conducted annually. This shall be under the direction of the Director,
pursuant to his guidelines.

b.

Include a significant representative sampling of in-custody property and
records of enough scope to satisfy the auditor that policies and procedures
are being followed.

c.

Be conducted by a supervisor who is not routinely or directly connected to
the property management function.

d.

Be documented and reported in memorandum format and forwarded to the
Director via the detective sergeant.

An external audit of property in Department custody shall:
a.

Be conducted no more than every 5 years, or at the direction of the Director.

b.

Be pursuant to the outside auditor’s guidelines and procedures.

c.

Include recommendations, alternatives, or corrections that may be considered
for implementation in a timely manner by the Director.

Unannounced inspections:
a.

Of property storage facilities and records shall be conducted at the direction
of the Director annually.

b.

Shall be documented and reported in memorandum format and forwarded to
the Director via the detective sergeant.

LEGAL CONCERNS
1.

Act 273, PA of 1987, requires a finder of lost property to turn said property over to a
law enforcement agency within the jurisdiction where found or to report the finding
of such property to that agency.
a.

2.

The finder may lay claim to the property if the legal owner cannot be
located/determined within the guidelines of this policy.

Property located in an abandoned vehicle not disposed of under the provisions
regarding abandoned vehicles under the Michigan Motor Vehicle Code (Act 300,
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PA of 1949, being Sections 257.1 to 257.923, MCL) shall be classified and disposed
of according to this policy.
3.

Disputes regarding legal ownership of found property shall be settled by the courts
as state law dictates.

4.

This policy does not apply to abandoned property under Act 214 of PA of 1979,
being Sections 434.181 to 434.184 of the Michigan Complied Laws, (Sheriff’s
“Public Sale” Act).

5.

Property may be reclassified and disposed of according to the reclassified category
as necessary (E.g., safekeeping, classified as evidence shall be reclassified as
safekeeping when it is no longer evidence and disposed of as this policy dictates).

U.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

V.

OFFICERS ASSIGNED TO OR ASSISTING OTHER AGENCIES shall be guided by this
policy unless exempted by the Director or designee

W.

DOCUMENTS INDEX

X.
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PURPOSE. To establish guidelines:
•

Whereby citizens can safely dispose of unwanted, unused, or expired prescription or
over the counter medication;

•

And procedures for Department personnel to safely secure and then properly dispose
of items deposited in the “Safe Medication Disposal Drop Box.”

DEFINITIONS
Acceptable Items. Prescription drugs, prescription patches, prescription samples, pet
medication, prescription lotions & ointments, over the counter medication including
vitamins, inhalers and liquids that are in their original glass/plastic container.
Safe Medication Disposal Drop Box. The silver metal collection receptacle is located in the
Public Safety Department lobby. It has a one-way deposit drawer and lockable door.
Unacceptable Items. Bio-hazardous or infectious waste, needles, thermometers, food items,
IV bags, aerosol cans, inhalers, supplements, alcohol, hydrogen peroxide, etc.
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SPECIFIC RESPONSIBILITIES
1.

2.

3.

4.

Individuals may:
a.

Deposit acceptable items into the “Safe Medication Disposal Drop Box”
located in the Public Safety Department lobby; and

b.

Remain anonymous.

Detective sergeant/public safety clerk/designee shall:
a.

Ensure the key to the “Safe Medication Disposal Drop Box” is kept in a
secure location until needed.

b.

Check the “Safe Medication Disposal Drop Box” on a weekly basis.

c.

For risk management and security purposes, ensure two individuals - the
detective sergeant, property officer, or public safety clerk(s) - are always
present when items are:
1)

Removed from the “Safe Medication Disposal Drop Box;”

2)

Transported to the Property Room;

3)

Weighed; and

4)

Placed in the “Medication Drop-off Bin” located in the Property
Room.

Be responsible for:
a.

Weighing the contents of the drop off bin;

b.

Documenting the weight; and

c.

Placing the contents into the “Medication Drop-off Bin” located in the
Property Room on an as needed basis. Note: The items can be weighed on
the scale located in the walk-in report room.

Keep a record of when the “Medication Drop-off Bin” is emptied. The record
shall include the:
a.

Date;

b.

Person(s) removing the property;
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Weight of the medication bag removed from the receptacle; and

d.

Person(s) placing contents in the evidence room.
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5.

Forward the recorded weight of the medications removed to Rite-Aid as the donor
of the receptacle.

6.

Wear rubber medical gloves and exercise care and caution when removing or
handling contents of the drop-off bin during this process. Personnel will process
the contents (both "Acceptable" and "Unacceptable") in accordance with
established procedures.

7.

Call the Drug Enforcement Agency (DEA) to come to the station to pick up the
medications for destruction; or the Detective Sergeant and a second member of
the Department shall transport the medications to the incinerator on an as needed
basis. The detective sergeant shall:
a.

Set an appointment time to take the items to the incinerator if necessary.

b.

Document how the items were disposed of and maintain a record of
disposals for a minimum of two years.

c.

Ensure the items are disposed of in accordance with state and federal law.

D.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

N/A
8.24.18
12.10.18, 7.3.19

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish guidelines and procedures for securing and protecting a privately
owned motor vehicle and its contents when impounded or removed at the direction of a
sworn member of the Department.

B.

DEFINITIONS
Contraband. Any item which is prohibited by law to possess.
I-I-R Form. Impound Inventory Release Form.
Impound. To seize by order of a police officer and retain in legal custody, or in the custody
of a wrecker service.
Inventory. A detailed list of items and or property in the vehicle.
MMVC. Michigan Motor Vehicle Code.
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UTC. Uniform Traffic Code.
C.

IMPOUNDS. The MMVC and the UTC authorize police to impound a motor vehicle
from public or private property. Sworn personnel shall:
1.

Complete a police report prior to the end of the officer’s work shift detailing the
facts justifying the impound/removal; and

2.

Detail the facts justifying a decision to release the vehicle or leave it on the street
in the police report. Justifications for impound can be:

3.

a.

Driver arrested.

b.

Hazardous impound.

c.

48-hour parking (abandoned vehicle).

d.

Forfeiture.

e.

Evidence (e.g., recovered stolen, P.I. accident hit and run, felonious
assault with auto, etc.).

f.

P.I. accident (e.g., driver injured and incapable of making a towing
decision).

g.

Involved in a fire (unable to locate owner for towing decision); and/or

h.

Violation of financial responsibility.

Mandatorily impound for:
a.

No insurance.

b.

Improper registration.

c.

OUIL/OUID when the registered owner is arrested, and the vehicle cannot
be immediately street released. Incapacitated drivers may not remember
where their vehicles are left - use commonsense, if the driver is the registered
owner and he/she pulls into his/her driveway, assume he/she will find his/her
vehicle upon release.

d.

Any arrest of the driver where the driver is not permitted to drive or is being
incarcerated and the registered owner cannot be contacted, and the vehicle
cannot be immediately street released to a valid operator.
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e.

Any vehicle damaged at an accident scene where the driver or a responsible
party cannot decide on where to have the vehicle towed.

f.

Any vehicle which if driven would pose a threat to other motorists or
pedestrians because of its condition. The driver may have the vehicle towed
from scene, if possible, or legally parked for 48 hours.

g.

Any vehicle being detained as evidence. The vehicle should be detained at
our department until processed.

h.

Any vehicle in violation of the 48-hour parking restrictions after it is tagged
for 48 hours, and an attempt was made to contact the registered owner for
removal. This must be entered into LEIN as an ABANDONED vehicle:

i.
D.

E.

14-13.3

1.

When entered in to LEIN “Entered within 24 hours of vehicle
taken into custody” must be entered in the remarks section if it was
put in within 24 hours.

2.

You must put into the remarks field “Not entered within 24 hours of
vehicle taken into custody” if it was not put in within 24 hours.

Any vehicle creating a hazard which disrupts the steady flow of traffic or
creates other pedestrian or motorist hazards.

INVENTORIES. Sworn members shall:
1.

Inventory all motor vehicles impounded by the East Grand Rapids Department of
Public Safety; and

2.

Record the results of said inventory on the “I-I-R Form.” An inventory is done to:
a.

Protect the owner’s property while it remains in police custody.

b.

Safeguard the Department/City against claims or disputes over lost or
stolen property; and

c.

Protect Department members from potential danger.

INVENTORY SEARCH
1.

Sworn members shall conduct an inventory search that includes all vehicular
spaces, specifically the console, glove box, and trunk. If:
a.

These compartments are locked use the proper key to gain entry.
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2.

3.

b.

The key to these compartments is not available make entry by causing the
least amount of damage possible; and

c.

Entry cannot be made without causing considerable damage, call a
locksmith.

Sworn members shall search all areas where valuables or dangerous
instrumentalities are possibly concealed. Officers shall:
a.

Open and examine closed containers as part of the inventory search.

b.

Take care to cause minimum damage when opening closed containers; and

c.

Call a locksmith to avoid extensive damage.

Valuables & Contraband.
a.

b.

F.
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Valuables. Sworn members shall:
1)

Remove any cash, jewelry, firearms, or other property of
exceptional value from a motor vehicle being impounded.

2)

Transfer the items to the East Grand Rapids Department of Public
Safety, tagged and stored for safekeeping; and

3)

Document the items taken on the “I-I-R Form” and in the incident
report.

Contraband. Sworn members shall:
1)

Seize contraband if located during a vehicular inventory.

2)

Transfer the seized contraband to the East Grand Rapids
Department of Public Safety and properly tag and secure the item
as evidence; and

3)

Include in their incident report:
a)

A description of the contraband seized; and

b)

The location in the motor vehicle from where it was seized.

COMMUNICATIONS. Sworn members shall:
1.

Notify KCSD dispatch of the incident and request “Merl’s Towing” or another
appropriate towing company.
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2.

Verify ownership and status of vehicle by conducting a LEIN/MDC check.

3.

Advise if special equipment is needed such as a flatbed.

4.

Advise the vehicle’s owner of the vehicle’s location, if possible. If vehicle owner
can’t be notified of impound, enter the vehicle into LEIN as being impounded.

RELEASE OF VEHICLES
1.

Street Release
a.

b.

If the driver/registered owner of an impounded motor vehicle has another
person present or reasonably close, sworn members may release the
vehicle to that person, on the scene, provided:
1)

The vehicle is in operable condition.

2)

That person is a licensed driver and can show proof thereof and the
licensed driver is physically able to drive, has not been drinking,
etc.; and

3)

The owner/driver is recorded on in-car video/body camera
authorizing the release of the vehicle and its contents.

If the registered owner is turning over the vehicle to another person or if the
registered owner is taking back possession of the vehicle from a third party,
sworn members shall:
1)

Disregard the need for a street release signature or form.

2)

Complete the street release portion if the owner is not present and the
car is being turned over by a person who at the time has control of
the vehicle to a person other than the owner.
Note: An inventory search is not permitted when releasing the
vehicle to another driver. Officer(s) may not perform a search
subsequent to arrest, except for an OWI/OUID arrest, but may obtain
consent to search the trunk. Do not complete contents portion of the
form.

c.

If the driver or registered owner can immediately contact a legal operator to
take possession of the vehicle, sworn members:
1)

May perform a street release if the vehicle is properly registered and
has insurance.
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d.

2.
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Shall not wait longer than 15 minutes for the arrival of the person
contacted to pick up the vehicle. If the person does not arrive on
scene within 15 minutes, Merl’s Towing or an appropriate towing
agency shall be contacted for an impoundment of the vehicle.

If the registered owner is contacted for approval, sworn members:
1)

May leave the vehicle on the street or in a parking area if it is legally
parked.

2)

If the vehicle is not legally parked (i.e., near an intersection, near a
hydrant, blocking a crosswalk, etc.) shall impound it unless it can be
street released. Sworn members shall:
a)

Not drive suspect vehicles to locations for this purpose.

b)

If the registered owner cannot be contacted for approval, and
a street release is not an option, impound the vehicle.

c)

Advise the registered owner of the vehicles location and
provide directions if needed. Note: If the registered owner
cannot find it later, he/she will ask us to do it for them.

Station Release. When releasing a vehicle at the station, the releasing officer
shall:
a.

Check the original report to determine if any valuables were transferred to
the station for safekeeping.

b.

If valuables were placed into safekeeping, release same to the person
claiming them.

c.

Determine, by means of positive identification, that the person claiming
the valuables is the rightful owner.

d.

Sign the “I-I-R Form” and give a copy to the person claiming the vehicle.

e.

Determine, by means of positive identification, that the person claiming
the vehicle is the rightful owner.

f.

Remove the vehicle from LEIN as an impounded vehicle.

g.

Obtain the LEIN operator’s name and badge number for your
supplementary report.
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3.

h.

Document the station release on the inventory form.

i.

Provide directions to the vehicle’s location.

14-13.7

Private Property Impounds
a.

When private property owners wish to have vehicles removed from their
property, it is the property owner’s responsibility to contact a wrecker
service and arrange for impound.

b.

When Department members are notified of a private property impound, an
officer shall be assigned and:
1)

Obtain an incident number and complete an impound sheet noting
the information on the vehicle, the wrecker service involved, and
the property owner.

2)

Not conduct an inventory on private property impounds.

H.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

I.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

J.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

General Order #44 – Impound Inventory/Releasing of Motor Vehicles,
10.1.07; Patrol Manual – Impound Procedure
4.16.12
7.2.18, 12.12.18, 1.28.19, 12.13.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish guidelines for the operation, use and management of departmental
audio/visual recording devices (i.e., in-car videos, body worn cameras, cell phones, etc.).

B.

OBJECTIVES. The Axon recording system is designed to:
•

Enhance public trust, improve openness, and better community relations by
providing greater transparency into officer actions.

•

Potentially reduce response to resistance interactions and complaints against law
enforcement employees while increasing officer and citizen safety.

•

Document law enforcement/public contacts, arrests, critical incidents, crime &
accident scenes, confiscation of evidence or contraband.

•

Supplement and support written reports.

•

Assist in evidence collection, maintain evidential integrity and chain of custody.

•

Assist in prosecutions and enhance the accuracy of law enforcement employees’
reports and testimony in court.
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•

Facilitate the investigation of crimes and citizen complaints.

•

Asist as a training aid and provide additional information for employee
evaluation.

•

Document officer activity and other situations that may arise.

DEFINITION
Axon system. Hereinafter, the AXON 3 body cameras and the AXON Fleet 2 in-car video
equipment shall be referred to as the “Axon Recording System (AXRS)” since both devices
are integrated into one audio/visual recording system.

D.

SPECIFIC RESPONSIBILITIES
1.

2.

3.

Director or designee shall designate a:
a.

Sergeant or higher-ranking officer as the “Axon System Manager (ASM),”
and

b.

Assistant system manager to ensure the program is supervised during any
absence of the system manager.

Axon system manager shall:
a.

Be in charge of the overall operation of the Axon recording system
program.

b.

Be trained in use of the Axon recording system.

c.

Be responsible for training all department personnel who will use the
system.

d.

Order all system equipment & necessary supplies, keep inventory of all
Axon recording devices, schedule maintenance of device, and perform
video retrieval and reproduction when necessary.

e.

Ensure AXRS devices are registered and assigned to all authorized users.

f.

Recommend policy and procedure changes when appropriate.

Sworn personnel:
a.

Are only authorized to wear the department issued AXON Body 3 camera
and utilize the AXON Fleet 2 in-car recording system unless otherwise
approved by the director or designee.
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b.

Assigned AXRS devices shall use the equipment as intended and required by
the department except as otherwise authorized by a supervisor.

c.

Before using the equipment, must be trained in its use, care, and be able to
demonstrate proficiency in device operation.

d.

At the beginning of assigned duty, shall be responsible for the proper
setup/placement of the equipment and ensure the equipment is accurate and
operational.

e.

Use vehicles with a functioning in-car video system whenever one is
available.

f.

Remove any malfunctioning body-worn camera from service and notify
the on-duty sergeant or system manger/assistant system manager of the
issue and secure a replacement body camera.

g.

Notify a sergeant or system manager/assistant system manager if the in-car
video is malfunctioning or does not work.

h.

Ensure power to the system is on during the entire time the officer is
assigned to street duty.

i.

Shall activate AXRS whenever on a call for service, traffic stop, or making a
citizen contact for a law enforcement purpose or during self-initiated
activity, unless activating the system would be unsafe, impossible, or
impractical, or involves other sensitive matters such as strip searches,
discussion of tactics or unnecessary nudity.
Officers should not attempt to conceal the fact that the media is in use
because there is no expectation of privacy when the police are present.

j.

Failing to record the entire contact, or intentionally interrupting the
recording, shall document in the incident report explaining why the
recording was, interrupted or discontinued. During a vehicle stop or other
incident, the video recording may be muted, if appropriate, during contact
with other officers and supervisors.

k.

Shall not record for the entire road assignment unless directed to do so.

l.

Shall document the reasons for failing to activate the device.

m.

Are encouraged to provide narration with the visual recording describing the
reason for each stop or contact with an individual or vehicle.
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n.

Making a consent search request (of a home, vehicle, person, objects or to
perform a roadside analysis or other tests) shall record the request and the
person’s response.

o.

Categorizing an incident:
1.

Shall categorize all AXRS recordings after the completion of an
incident.

2.

Once categorized may tag a file at a later date to extend the time
the video will be stored. This may be done by the officer who
created the recording, command staff, or investigating officer if at
some point it is determined the original time limit needs extension.

3.

Are responsible for the longevity of their own recordings. If an
officer becomes aware of a need for one of their recordings, either
for court or other purpose, he/she should check to see how long the
recording will be available as soon as possible. If necessary, the
video may be tagged for a time extension to ensure availability
when needed.

p.

When necessary or upon completion of the shift, shall upload body-worn
camera data in an approved docking station.

q.

Who believe a recording should be preserved for reasons other than evidence
should notify the on-duty sergeant and ASM/assistant, so the recording is
kept available for future use.

r.

May view the media for reporting purposes.

s.

Are encouraged to inform their supervisor of any recordings that may be of
value for training purposes. However, any recording or portion of a
recording will not be used without the approval of the recorded officer(s)
unless the director/designee authorizes otherwise.

t.

Are authorized to stop recording at the conclusion of the incident when the
officer leaves the scene or with the permission of a supervisor.

u.

If he/she has a reasonable belief that the noise and/or light emitted by the
camera will place him/her in danger, and stealth mode is not an option, may
choose to activate the camera or deactivate the camera. Under these
circumstances, the operating officer shall clearly articulate the reasons for
activation/deactivation in his/her incident report.

v.

Shall use a higher level of discipline when recording in medical or mental
health facilities due to the sensitive environment and potential legal
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ramifications.

4.

w.

Use audio/visual recordings only for official departmental business.

x.

Inadvertently recording an exempted activity, shall report the occurrence
to their immediate supervisor who will review the video and mark it to be
deleted. The captain will review the deletion request and video and make
a final determination if the request for deletion will be approved.

y.

Are not excluded from making video copies for court, internal affairs
investigations, or evidence in criminal cases.

z.

Needing video for court shall request it through the Axon system manager,
assistant manager, or public safety clerk. This request should be done at
least 5 days prior to court whenever possible. The copy will be placed in
the incident file and or “Evidence.com” case folder, if one exists,
following the court date. If the incident type does not have a court file,
such as a traffic ticket the copy will be destroyed following the court date.
If a copy of the video is needed for follow-up investigation the request
will be made by the investigator to the system manager. This copy will be
placed in the investigative file and retained in a manner consistent with the
type of incident.

Shift supervisors shall:
a.

Ensure officers assigned a body worn recording device use the systems in
accordance
with
departmental
policy
and
manufacturer’s
recommendations.

b.

Report any training, procedural or maintenance problems to the system
manager or designee as soon as possible.

c.

Audit 15 - 30 minutes of video for each officer assigned to their shift and
then complete a “Video Review Report” and forward it to the director or
designee for review.

d.

At their discretion conduct additional random digital recording reviews of
officers and provide any coaching or training necessary to enhance officer
safety, officer efficiency and the public perception of the Department.
Shift supervisors should make this a regular part of their supervision of
personnel, particularly with probationary personnel.

e.

Ensure damaged or non-functioning devices are taken out of service and
reported to the Axon system manager.

f.

At the completion of the shift, make certain the data is transferred from the
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device(s) and deposited according to department guidelines.
g.
5.

E.

Document any equipment issues officers’ encounter (e.g., the sling from
the patrol rifle turns the camera on/off when worn, etc.)

Public safety clerks shall be:
a.

Trained to retrieve information from the AXRS; and

b.

Authorized to view, redact, and send information to permitted individuals
(e.g., prosecutor, city attorney, FOIA request, etc.) according to policy.

RESTRICTIONS
1.

2.

Unless otherwise authorized by the director of public safety or designee, department
personnel shall not activate an AXRS device when:
a.

On employee breaks or when engaged in personal activities.

b.

Encountering undercover officers or confidential informants.

c.

Attending court related matters, including but not limited to hearings trials or
meetings with prosecutors, attorneys, judges, or hearing officers.

d.

Not involved in law enforcement activity and in locations where others have
an expectation of privacy such as locker rooms, restrooms, break rooms and
private offices.

e.

Communicating with other police personnel, including meetings with
supervisory or command officers, except as required by this policy.

f.

When requested by a person of authority or when notice is posted in an area
that is regulated by privacy statutes or security concerns, such as detention
facilities, medical facilities, mental health facilities, airport secure areas,
military facilities, or governmental judicial buildings.

g.

The purposes are contrary to or inconsistent with the department mission and
core values or in ways that conflict with local, state, and federal law.

Department personnel shall NOT:
a.

Abuse, misuse, alter, sabotage, steal, intentionally misplace, edit, erase,
duplicate, copy, distribute in any manner, intentionally obstruct, or destroy
any recording or digital recording equipment without the prior
authorization of the director or designee – unless permitted by department
policy. Any such violation shall be viewed as falsification of an official
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police report and/or evidence tampering, and the offending individual shall
be subject to discipline up to and including termination. Any other use is
expressly prohibited without the authorization of the director or designee.

F.

b.

Make a screen recording of any audio or video captured with 3rd party or
unauthorized devices (e.g., cell phone, video camera, etc.).

c.

Employ AXRS devices for personal:
1)

Use when on or off duty.

2)

Entertainment or any activity that will distract from the officer’s
duty, such as watching personal videos or movie videos.

d.

Display recordings in a less than professional manner. Using recordings or
equipment to ridicule or embarrass the Department, officers, or citizens is
prohibited. However, viewing of digital recordings is encouraged for the
purposes of officer safety, training, report writing, efficiency and public
relations.

e.

View media off Evidence.com while off duty unless authorized by the
director or designee.

SYSTEM INTEGRITY & RELEASE OF AUDIO/VISUAL RECORDINGS
1.

The Axon system manager or designee shall oversee the removal of nonevidentiary digital data.

2.

Device users shall categorize all recorded incidents with the proper incident type
to ensure correct retention of the recording is preserved in accordance with the
department’s retention policy and MCL Act 85 of 2017 also known as the “Law
Enforcement Body-Worn Camera Privacy Act.”
•
•
•
•
•
•
•
•
•
•
•
•
•

Accident (Capture) - 4 years
Accident (ICV and BWC) - 90 days
Alarm (ICV and BWC) – 30 days
Arrest (Capture) - 8 years
Arrest (ICV and BWC) - 90 days
Citizen Contact (Capture) – 4 years
Citizen Contact (ICV and BWC) - 90 days
Domestic Assault (Capture) - 8 years
Domestic Assault (ICV and BWC) - 90 days
Felony (Capture) - 8 years
Felony (ICV and BWC) - 3 years
Fire (Capture) -8 years
Fire (ICV and BWC) – 90 days
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•
•
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Fire Investigation – Until manually deleted.
Formal complaint against officer (ICV and BWC) – 3 years
General Call for Service (ICV and BWC) – 60 days
Medical (Capture) – 4 years
Medical (ICV and BWC) -90 days
Misdemeanor (Capture) - 8 years
Misdemeanor (ICV and BWC) – 90 days
OWI (Capture) – 8 years
OWI (ICV and BWC) – 1 year
Pending Review – Until manually deleted
Taser Download – Until manually deleted
Test/non-event - 30 days
Traffic Stop (ICV and BWC) – 90 days
Training Demo- 30 days
Uncategorized – Until manually deleted.

3.

All audio/visual recordings generated or captured by an employee of the
department while on duty or when acting in the capacity of their employment no
matter what device or equipment is used shall remain the sole property of the
department.

4.

The displaying and viewing of recordings are for official department business and
will be on a “need to know” basis. Department personnel shall not allow anyone
other than employees of the department to view recordings produced in the
performance of their duties or by a departmental device, except when authorized
by the director or designee.
Exception: Employees of the department, prosecutors, city attorneys or attorneys
representing the city, or when offered as evidence in a court proceeding.

5.

Requests to view a recording by a defendant, defense attorney, suspect, or
member of the public shall be treated as a request for information under the
Freedom of Information Act.

6.

A record shall be kept by the FOIA administrator or designee documenting the
release of the media and shall contain:
a.

Identification of the recording released;

b.

Name of person authorizing and releasing the recording:

c.

Reason for release;

d.

Name of person to whom the recording is released;

e.

Date and time of release; and
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Name of officer releasing the recording.

7.

Any media and/or segment released outside the department shall be appropriately
identified as property of the department. The recording and/or segment shall be
labeled as to its contents including date and time of recording. These recordings
shall remain the property of the department.

8.

Any recording made, no matter the method or electronic device used, by a
department employee while in the performance of their duties or when acting in
the capacity of their employment, is an official department record.

9.

The department retains all property rights, including copyright, to all images
recorded by or on behalf of the department and on released copies.

10.

All records, audio/video recordings, which are not evidence, will be retained as
prescribed by the department records retention schedule.

ADMINISTRATIVE REVIEW & SPECIAL CONSIDERATIONS
1.

The Department recognizes that officers oftentimes become engaged in dynamic
situations in which it may not be practical to activate video audio recording
devices, i.e., spontaneous foot chases, unexpected altercations, etc. However,
Officers shall make every attempt to comply with this procedure without
compromising their safety or that of others.

2.

Persons reviewing recordings must be cautious before conclusions are reached
about what the video shows. When evaluating the unique perspective and
limitations of video audio recording devices, one must consider:
a.

The body camera:
1)

Is mounted on the torso and does not follow the positioning of the
operator’s eyes. Therefore, the recording may not capture what the
operator is looking at in any given moment.

2)

Recordings cannot provide direct evidence of the operating
officer’s experience.

3)

Cannot visually record some danger cues or other non- visual
information since they are experienced or detected through other
human senses.

4)

Recording speed and human reaction time differ significantly.
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5)

Recordings when played back on a computer screen or monitor
may be visually distorted and the images it may capture may
appear differently than would be perceived by the human eye.

6)

Cannot record perceptual distortion and/or other normal reactions
to stress.

7)

Records only in two dimensions.

Witness testimony, forensics, officer statements and all facets of the
investigation.

H.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

I.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

J.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

Audio/Visual Recording: In-car Video system 7.4.19
1.20.21
2.2.21, 8.13.21

By order of:

Mark A. Herald, Director of Public Safety

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

15-7.1

Manual of Policy & Procedure
Communications
Section 15-7:

Risk/Freq.:

Audio/Visual Recording: Custodial Interrogations
(Interview Room)
Distribution:

LR/LF
Effective Date:

All Sworn Personnel
MLEAC Standards:

None

12.30.21
Total Pages:

4

Table of Contents Section 15-7:
A.
B.
C.
D.
E.
F.
G.

Purpose ........................................................................................................ 1
Specific Responsibilities ............................................................................. 1
Audio/Visual Recording in Interview Room ............................................ 2-3
Audio/Visual Recording Procedures ........................................................ 3-4
Compliance ................................................................................................. 4
Officers Assigned to Other Agencies .......................................................... 4
Policy History ............................................................................................. 4

A.

PURPOSE. To establish guidelines regarding the audio/visual recording of interviews
conducted by sworn members.

B.

SPECIFIC RESPONSIBILITIES.
1.

2.

Sworn members shall audio/visually record when:
a.

Investigating any potential criminal offenses as defined by state law; or

b.

So directed by the prosecutor.

Exceptions. Sworn members are not required to audio/visually record when:
a.

The investigator/officer can articulate that use of the recording would
compromise the investigation.

b.

The prosecuting authority in the case advises against use of audio/visual
recording.
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Audio/Visual equipment is unavailable or inoperable.
Note: A body worn camera shall be used as an alternative.

C.

AUDIO/VISUAL RECORING IN INTERVIEW ROOM:
1.

2.

Equipment operating instructions
a)

The interview room camera system is always on.

b)

The camera starts recording when activated by motion.

c)

The camera system will continue to record until it no longer detects motion.

d)

The recording will be saved for 30 days on the local hard drive.

e)

After 30 days, the recording will automatically be deleted from the drive.

Interview room evidence
a)

Sworn Members shall:
1)

Should record interviews in their entirety.

2)

Document in the police report when the interview took place and that
the interview was audio/visually recorded.

3)

Notify, by email, the detective sergeant an interview was conducted
in the interview room.

4)

Request the interview be put into Evidence.com.

5)
b)

a)

Provide the complaint number

b)

Provide the category

Report damage or problems encountered with the audio/visual
recording equipment to the Detective Sergeant.

The system manager shall:
1)

Locate the recording on the interview room system.

2)

Download the recording.
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Upload the recording into Evidence.com
a)

Properly categorize the recording

b)

Add the complaint number

c)

Share the video with the interviewing officer(s) so they may
view the video.

Regularly test the system.

AUDIO/VISUAL RECORDING PROCEDURES. Sworn members shall:
1.

Speak clearly and instruct the subject to speak clearly, so you can hear them.

2.

Speak the identities of those present.

3.

Speak the purpose for the interview/interrogation and explain why they are present.
Ask if they understand.

4.

Ask the subject the following:
a.

Do you read and understand English?

b.

Do you have any hearing or vision impairments?

c.

Are you under a doctor’s care for any illness or disorder?

d.

Ask the subject, are you:
1)

Taking illegal drugs and/or under the influence of alcohol? How
long ago was your last consumption? (If yes, check with a supervisor
to determine course of action)

2)

Taking any prescribed medication?

3)

When do you need the next dose?

4)

Where is the medication located?
Note: If necessary, officers should make arrangements for the dose
to be administered.

e.

When was the last time you ate food and had something to drink? Officers
shall provide food and drink if time is more than 12 hours.
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Do you need to use the bathroom? Officers shall allow the suspect to use the
bathroom and then reasonably regulate breaks from this point forward.

Give Miranda Warnings, when necessary, and ensure a positive response to the
consent question is obtained.

E.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

F.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

G.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
5.1.18
11.26.18, 7.5.19, 12.30.21

By order of:

Mark A. Herald, Director of Public Safety
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PURPOSE. To establish language access procedures for all employees when encountering
deaf or deaf-blind subjects. The goals are to:
1.

Comply with the ADA, MIHCA, Michigan Persons with Disabilities Civil Rights
Act of 1976 (PA 220), and the Deaf Persons’ Interpreter Act of 1982 (PA 204); and

2.

Avoid barriers to effective and accurate communication while these individuals are
interacting with Department members.

DEFINITIONS
Certified Oral Interpreter. A person who is able to convey information through facial and
lip movement and is certified by an organization which the division of deaf and deafened
of the Department of Labor determines is an organization nationally recognized for the
certification of persons who interpret for deaf persons. PA 204, 1982, (MCL 393.501)
Deaf-Blind Person. A person who has a combination of hearing loss and vision loss, such
that the combination necessitates specialized interpretation of spoken and written
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information in a manner appropriate to that person's dual sensory loss. (MCL 393.502)
Deaf Person. A person whose hearing is totally impaired or whose hearing, with or without
amplification, is so seriously impaired that the primary means of receiving spoken language
is through other sensory input; including, but not limited to, lip reading, sign language,
finger spelling, or reading. (MCL 393.502)
Intermediary Interpreter or Deaf Interpreter. Any person, including any deaf or deafblind person, who is able to assist in providing an accurate interpretation between spoken
English and sign language or between variants of sign language by acting as an intermediary
between a deaf or deaf-blind person and a qualified interpreter. (MCL 393.502)
Interpretation. The act of listening to or observing a communication in one language or
form and converting it to sign language or Braille while retaining the same meaning and
then reversing the process of communication.
Interpreter for the Deaf and Deaf-Blind:
•

Qualified interpreter for the Deaf. A person who is certified through the national
registry of interpreters for the deaf or certified through the state by the division.
(MCL 393.502)
1)

National registry of Interpreters for the Deaf

2)

Division of Deaf and Hard of Hearing (DODHH) in the Department
of Labor & Economic Growth (DLEG)

•

Qualified oral interpreter. A qualified interpreter who is able to convey information
through facial and lip movement. (MCL 393.502)

•

Qualified sign language interpreter. A qualified interpreter who uses sign language
to convey information. (MCL 393.502)

Last Resort Interpreter. Situations of last resort defined as situations that require deviation
from procedures, such as a threat to life, safety, or property, a fleeing suspect, or the
potential loss or destruction of evidence. (e.g., physical loss of property, witness, or victim.)
C

PRIMARY COMMUNICATION LANGUAGE/METHOD IDENTIFICATION.
1.

The Department will maintain a list of interpretive services that are available (oncall 24 hours per day) to provide language and deaf or blind-deaf interpreter services
for the Department when necessary to ensure effective communication between the
Department and a person who has a disability.

2.

Department members:
a.

Should, upon contact with a subject, determine if the person can speak and
or communicate in English or has a disability that does not allow them to
communicate orally.
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b.

May contact Deaf & Hard of Hearing Services at (616) 732-7358 to
determine if a qualified interpreter for the deaf/blind-deaf is available.

c.

May contact the Association for the Blind & Visually Impaired at (616) 4581187 or 1 (800) 466-8084 for assistance with blind/visually impaired
persons.

USE OF INTERPRETER. Department members:
1.

Should use interpreters in the following order of preference with a qualifying factor
that the interpreter does not know the subject(s):
a.

Qualified deaf/deaf-blind interpreter employee;

b.

Qualified civilian deaf/blind-deaf interpreter or professional interpreter;

c.

Only under last resort circumstances should a family member, relative or
friend be used as an interpreter of any kind.

2.

May ask for identification and contact information as this is not considered
interrogation.

3.

May use paper and pen to communicate with a deaf person if the individual is
willing and able to communicate by writing during the preliminary stages of the
incident. All communications will be submitted with the incident report or attached
to a citation or documentation of the communication.

4.

Administrative/miscellaneous processes.
a.

General interviews. When encountering a deaf/deaf-blind subject for a
general interview, Department members shall be consistent with the order of
preferred interpreters as outlined above.

b.

Service of process, search warrant, subpoena, or other legal documents.
When employees are in the process of serving a legal process, they will
inquire whether the subject is deaf/deaf-blind to determine if an interpreter is
needed to ensure the purpose of the contact is communicated.

c.

Formal interview. When taking formal statements - with accuracy a priority Department members shall use a deaf/blind-deaf interpreter employee or
qualified civilian bilingual or deaf/blind-deaf interpreter. Forms shall be
provided in Braille if available or the information will be provided with the
aid of the interpreter. If this cannot be accomplished in a reasonable time, the
interpreter will read or sign the forms to the subject and document the
subjects understanding and response.
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d.

Interrogations. Only qualified deaf/blind-deaf interpreters are allowed to
participate in interrogations. “Miranda Warnings,” “Consent to Search,” and
“Chemical Rights” forms may be read by the interpreter to the subject with a
signed acknowledgement of the rights being required from the subject. Deaf
or blind-deaf subjects will be provided a qualified interpreter appropriate for
the situation.

e.

Interrogation of a deaf or deaf blind subject under arrest or taken into
custody. Under these circumstances, Department members shall procure a
qualified deaf or deaf-blind interpreter prior to any questions being asked.
(MCL 393.505)

SUPERVISOR’S RESPONSIBILITIES. Supervisors shall:
1.

Ensure the steps outlined in this policy are strictly adhered to.

2.

Request and make a copy of the assisting interpreter’s current certification or
qualification card which will then be attached to the incident report. (MCL 393.505)

REPORTS. Department members shall:
1.

Document in an incident report, with the appropriate file class, all contact(s) with
subject(s) requiring the use of an interpreter of any kind.

2.

In the bottom of the report use a header that reads “Interpreter Used.” Under the
header will be the name and contact information of the person used to communicate
with the subject. If it is accomplished by notepaper, then that will be documented
under the header and the notes attached to the incident report.

G.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

H.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

I.

POLICY HISTORY
Rescinds: N/A Adopted: 6.19.18 Revised: 12.23.18, 4.6.21 Reviewed:
By order of:

Mark A. Herald, Director of Public Safety
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PURPOSE. To comply with Title VI, Michigan Elliott-Larson Civil Rights Act, by
establishing language access procedures for all employees to follow when encountering
Limited English Proficient (LEP) subjects.
•

B.

The intent is to avoid barriers that can impede effective and accurate communication
while these subjects are interacting with this department or its employees.

DEFINITIONS
Interpretation. The act of listening to or observing a communication in one language
(source language) and orally converting it to another language (target language) while
retaining the same meaning.
Last Resort Interpreter. Situations requiring deviation from procedures, such as a threat to
life, safety, or property, a fleeing suspect, or the potential loss or destruction of evidence.
(e.g., physical loss of property, witness, or victim.)
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Limited English Proficiency (LEP) Person. An individual whose primary language is not
English and has a limited ability to read, write, speak, or understand English.
Primary Language. The language in which an individual is most effectively able to
communicate.
Qualified Bilingual Employee. Employees who identify themselves as “bilingual” must
establish competency to communicate in the source language by demonstrating the ability to
listen to a communication in one language (source language) and orally convert it to another
language (target language) while retaining the same meaning.
Qualified Civilian Interpreter. A qualified civilian interpreter is an individual certified by
designated qualifying agency (Fed Court Rules) and:
1.

Passed the State Department conference or seminar interpreter test in a language pair
that includes English and the target language.

2.

Passed the interpreter test of the United Nations in a language pair that includes
English and the target language.

3.

Is member in good standing:
a.

Association Internationale des Interprètes de Conférence (AIIC)

b.

The American Association of Language Specialists (TAALS)

c.

National Association of Judicial Interpreters and Translators (NAJIT)

d.

American Translator Association (ATA)

e.

NCSC Foreign Language Consortium

f.

A qualified civilian interpreter may be an employee of another city
department or an outside agency contracted to provide language or sign
interpretation services to the Department.

g.

The Department will contract with outside agencies to provide in person or
when appropriate telephonic interpretation services.

Translation. The replacement of written text from one language (source language) to an
equivalent written text into another language (target language).
C.

PRIMARY COMMUNICATION LANGUAGE/METHOD IDENTIFICATION
1.

Sworn and civilian personnel:
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a.

Upon contact with a LEP subject should determine if the person can speak
and or communicate in English.

b.

On the street can call Kent County Dispatch who will connect them with the
“Language Line” directly to assist in any way.

Department personnel shall:
a.

Contact the KCSD Dispatch for interpretive services that are available 24
hours per day to provide language interpreter services necessary to ensure
effective communication between Department members and a LEP
individual.

b.

Have access to U.S. Census Department “language identification flashcards”
for use when encountering LEP subjects to aid in determining their primary
language spoken. The flash cards shall be located at the front desk and in
each cruiser. Personnel shall:
1)

When encountering a LEP individual, show the flashcards to the
individual so he/she can identify the language so an appropriate
interpreter can be contacted.

2)

If the subject does not identify a language from the flashcard or is
unable to read, contact KCSD Dispatch for assistance in identifying
the language so an appropriate interpreter can be contacted.

3)

Contact KCSD Dispatch to determine if a qualified bilingual
employee, qualified civilian interpreter is available to assist with
communicating with the subject.

USE OF INTERPRETER. Personnel:
1.

2.

Shall use interpreters, if possible, in the following order of preference with a
qualifying factor being that the interpreter does not know the subject(s):
a.

Qualified bilingual interpreter employee.

b.

Qualified civilian bilingual or professional interpreter.

c.

Telephone bilingual interpreter.

d.

Only under last resort circumstances should a family member, relative or
friend be used as an interpreter of any kind.

May ask for identification and contact information as this is not considered an
interrogation.
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3.

Shall conduct general interviews of a LEP subject in the order of preferred
interpreters as outlined above.

4.

When in the process of serving a legal process (e.g., service of process, search
warrant, subpoena or other legal document) shall inquire whether the subject is LEP
to determine if an interpreter is needed to ensure the purpose of the contact is clearly
communicated.

5.

When conducting a formal interview - with accuracy being a priority - shall use a
qualified bilingual interpreter employee or qualified bilingual employee or a
qualified civilian bilingual interpreter/professional interpreter when taking formal
verbal or written statements. Written forms will be provided in the subject’s primary
language with the aid of the interpreter. If this cannot be accomplished in a
reasonable time, the interpreter will read the forms to the subject and document their
understanding and response.

6.

Shall use a professional interpreter when conducting an interrogation with a LEP
suspect. “Miranda Warnings,” “Consent to Search,” “Chemical Rights” forms will
either be translated to documents in the LEP’s spoken language or read by the
interpreter to the LEP suspect with a signed acknowledgement of the rights being
required by the subject.

SUPERVISORS shall:
1.

Ensure the steps outlined in section D. of this policy are strictly met.

2.

Request and make a copy of the assisting interpreter’s current certification or
qualification card which will be attached to the incident report.

REPORTING. Personnel shall:
1.

Document all contact with a LEP subject requiring an interpreter of any kind in their
incident report with the appropriate file class.

2.

In the bottom of their report include a header that reads “Interpreter Used.” Under
the header will be the name and contact information of the person used to
communicate with the subject. If it is accomplished by notepaper, then that shall be
documented under the header and the notes attached to the incident.

G.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

H.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.
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PURPOSE. To establish guidelines and policy for employees:
•

Outlining authorized use of the Law Enforcement Information Network (LEIN)
system; and

•

Articulating proper disposal of LEIN materials once printed.

POLICY. All East Grand Rapids Department of Public Safety personnel shall:
1.

Comply with all state and federal guidelines concerning LEIN and national
information systems use available via computer database.

2.

Be subject to discipline up to and including termination from employment if they are
found in violation of Department policy or any state or federal guideline as it relates
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to an informational database such as LEIN or the National Crime Information Center
(NCIC).

C.

3.

Potentially be subject to criminal charges from the State of Michigan including jail
time and substantial fines for violation of LEIN policy can result in

4.

Never use the LEIN system or similar databases for personal use or to obtain
information that is not strictly related to their duties as an officer or civilian
employee and in the performance of their official duties as an officer or civilian
employee.

TRAINING
1.

2.

All sworn officers and public safety clerks shall:
a.

Become trained LEIN operators within 6 months of being hired;

b.

Retest every two years; and

c.

Complete Security Awareness training every two years.

Any person, who has access to the building and is unescorted while inside and could
potentially have contact with LEIN/CJIS materials, shall have state residency,
complete a national fingerprint-based background check and complete security
awareness training every 2 years. This includes:
a.

Contractors
1)

The contracting government agency is responsible for fingerprint
checks on the retained contractor.

2)

Any record found must be referred to the contracting government
agency.

3)

Confirmation of arrest warrants will result in disqualification.

4)

The contracting government agency must maintain a list of all
personnel approved for authorized access to CJI and the list must be
provided to the Department upon request.

b.

Adult Crossing Guard Supervisor

c.

Bike Patrol Officers

d.

City Hall personnel
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AUTHORIZATION
1.

E.

All sworn members:
a.

Are authorized to use the LEIN system after they have received training
from the Department “Terminal Agency Coordinator” (TAC).

b.

May access the system via in house computer workstations, in-car
computers, or through Kent County radio via two-way radio or phone.

2.

Department members shall not leave computer work-stations unattended at any time
when LEIN is accessible.

3.

Limited use of LEIN is permitted by select civilian staff after they are properly
trained on the use of the system.

RESPONSIBILITIES
1.

Employees shall follow all established Department policy as it relates to warrant
entries, property entries, LEIN queries, cancellations, missing person entries, etc.

2.

Kent County radio or East Grand Rapids public safety clerks are responsible for
entry and cancellation of any stolen articles required to be put in the database.

3.

The 63rd District Court will enter warrants issued by that court and those warrants
will be valid on face for the purpose of confirmations.

4.

East Grand Rapids public safety clerks shall enter:

5.
F.
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a.

17th Circuit Court bench warrants;

b.

Conditional bond releases; and

c.

Personal protection orders.

Employees shall lock their computer when leaving it.

CONFIDENTIALITY
1.

The State has set forth rules regarding the release of any LEIN or related information
and has held all as confidential.

2.

Each person receiving any information from LEIN, NCIC, or similar databases shall
ensure the proper disposal of any hardcopy paperwork not attached to reports or
filed for future use.
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Employees shall:
a.

If in possession of any such hardcopy, dispose of this paperwork by
shredding the hardcopy in a LEIN/CJIS compliant cross-cut shredder
designed for this purpose and approved by the Department.

b.

Never:
1)

Leave LEIN hardcopies out where unauthorized persons may have
access to it.

2)

Give LEIN hardcopies to unauthorized persons for their viewing or
use in any way.

3)

Verbally release LEIN and other CJIS database information to
anyone not authorized to have that information.

DISSEMINATION. Employees may send LEIN/CJIS information by:
1.

FAX;

2.

Encrypted e-mail; or

3.

Hand delivering the information to an authorized user.
Note: This should be documented in the body of the report or a supplemental report.

H.

I.

LEIN VALIDATIONS. The Department designated LEIN TAC shall:
1.

Download monthly LEIN validations from the Michigan LEIN website when LEIN
Field Services sends an e-mail stating that they are available.

2.

Complete the validation in a timely manner by reviewing all required validations and
making modifications, as necessary.

3.

Transmit the certification to LEIN via Talon before the due date.

4.

File the monthly validation in hardcopy format and keep the current year, plus one
as dictated by LEIN rules.

LEIN PROCEDURES & GUIDELINES FOR PROPER LEIN/NCIC OPERATION
1.

The State has set forth rules to establish procedures and guidelines for the proper
operation of LEIN/NCIC system access, including all forms of connectivity and
access to ensure compliance with:
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a.

Laws, policies, and rules enacted and adopted by Michigan State Police,
LEIN Field Services and the Federal Bureau of Investigation, Criminal
Justice Information Systems (FBI CJIS) National Crime Information Center
(NCIC).

b.

Documents incorporated in the LEIN User Agreement executed between this
agency and Michigan State Police, and LEIN Field Services.

2.

A complete and updated copy of these procedures and guidelines will be kept on file
in the East Grand Rapids Department of Public Safety TAC’s office for anyone
wishing to examine the full document.

3.

The TAC shall keep the LEIN policy up-to-date and ensure Department personnel
are informed of all updates, changes, and security rules.

4.

The LASO shall do a yearly review of TIMS/Talon/CAD access and remove access
to personnel who are not employed. An employee who is terminated shall have their
access removed within 24 hours of the termination.

WORK E-MAIL ON CELLULAR TELEPHONE
1.

No sworn personnel or public safety clerks shall check their email on their cellular
telephone unless:
a.

b.
K.
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The cellular phone is provided by the city.
1.

The city has remote access to wipe the phone.

2.

The employee must have double password protection on the email.

The employee logs in through Office 365 and logs out at the conclusion of
use.

MEDIA SANITIZATION AND DESTRUCTION. When no longer usable, hard drives,
diskettes, tape cartridges, CD’s ribbons, hard copies, printouts, and other similar items used
to process, store and/or transmit CJI and classified and sensitive data shall be properly
disposed of in accordance with measures established by the East Grand Rapids Department
of Public Safety.
1.

Physical media (print outs and other physical media) shall be disposed of by one of
the following methods:
a.

Shredded using a crosscut shredder.

b.

Placed in locked shredding bins for private company destructions using
across cut shredder in the presence of an employee of the East Grand Rapids
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Department of Public Safety.
c.
2.

Incineration

Electronic media (Hard drives, tape cartridges, CD’s, printer ribbons, flash drives,
printer, and copier hard drives, etc.) shall be disposed of by one of the following
methods:
a.

Overwriting (at least 3 times);

b.

Degaussing; or

c.

Destruction.

L.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

M.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

N.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
4.6.18
8.13.18, 12.6.18
4.1.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish procedures regarding the release of public safety information to
the news media and access of the media to incidents.

B.

POLICY. The East Grand Rapids Department of Public Safety shall:
1.

Recognize the public’s right to appropriately access public records, and the news
media’s right to report on matters of public interest. The Freedom of Information
Act (FOIA) governs access to and release of public records and information. In
accordance with this law, the Department shall release information in a manner
which does not jeopardize individual rights, impair the prosecution of an offender,
or impede the law enforcement process.

2.

Foster a relationship of mutual trust, cooperation, and respect with the community
by providing information on matters of public concern to the news media and
general public.
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Release information to the media without partiality. No member of the
Department shall delay the release of information to favor any particular news
media representative or agency.

RESPONSIBILITIES. The Director of Public Safety or designee shall:
1.

Have sole authority to issue a news release.

2.

Post the news release internally and forward a copy to the City Manager.

3.

Recommend the need for, arrange, and assist at news conferences.

4.

Coordinate the release of information concerning internal or confidential agency
investigations including restricted victim, witness, and suspect information.

5.

Assist Department and media personnel during crisis situations.

6.

Coordinate the release of information where multiple agencies are involved in an
incident. The agency having primary jurisdiction is responsible for the
release/coordination of information.

7.

Attempt to notify the media of significant events which occur and may be of
potential interest to the media based on workload and operational considerations.

8.

Assist the media at incident scenes or in covering routine news stories. Responses
to news media requests at the scene of routine incidents, or responses to other
“urgent” requests shall be handled by a captain or on-duty supervisor, except
when the Director of Public Safety is available during the day. In such cases, the
captain or on-duty supervisor shall prepare a brief written news release in
Department format to be forwarded to the Kent County Dispatch Center with a
copy to the Director.

9.

Review and appropriately disseminate information requested by the media for
information not of an incident or emergency nature (e.g., statistical information,
reports, interviews with employees regarding any facet of public safety
operations, Department policy and procedure, etc.).

10.

Notify the employing news agency of the employee’s actions and cause for it if
circumstances arise where their media representative is barred access to the
incident scene or East Grand Rapids Department of Public Safety for misconduct.
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RELEASE OF INFORMATION
1.

Guidelines for Release of Information to the Media before an Arrest:
Release

DO NOT RELEASE

a.

A description of the exact offense
including a brief summary of events.

a.

Identity of arrested suspects who have not
been arraigned.

b.

Location (only block number of private
residences), date, and time of offense.

b.

Identity of victims and witnesses where
such information could subject them to
danger, embarrassment, or violation of
their constitutional rights.

c.

An injury sustained or damages resulting
from an incident.

c.

Identity of victims of sex crimes, child
abuse or neglect or the identity of the
reporting party. Give only a verbal
description of the incident. The police
report shall not be available for media
review.

d.

Identity of the victim, witnesses, and
complainant except for sex crimes
victims.

d.

Exact address of a sex offense where such
information could lead to the identity of
the victim.

e.

Whether or not there are suspects (no
names of persons).

e.

Exact identifying information about the
weapon, other physical evidence, or
confidential case facts.

f.

Information about unidentified suspects
such as physical or vehicle description.

f.

Information about valuable items not
stolen.

g.

Method of complaint (e.g., officer
observation, citizen complaint, or warrant)

g.

The exact amount taken in a robbery or
burglary.

h.

Length of investigation and name of
officer in charge of investigation.

h.

Identities of victims in death
investigations or fatal accidents until next
of kin are notified.

i.

Identity of fugitive suspects for whom a
warrant was issued.

i.

Conjecture about suspects or fugitives.

j.

Criminal background of fugitive when the
public should be alert to danger.

j.

Personal opinions and comments.

k.

Information that might aid the escape of a
wanted person or compromise an ongoing investigation.
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Guidelines for Release of Information to the Media after an Arrest:
Release
a.

Time and place of arrest

DO NOT RELEASE
a.

Name of defendant’s employer.

b. Defendant’s name, age, residence,
usual occupation.

b. Comments about the character or
reputation of the defendant or any
individual.

c.

c.

Identity of the agency, unit, or officer
responsible for the arrest.

Prior criminal record of the defendant
or any information which would be
prejudicial to an individual’s right to a
fair trial.

d. Facts and circumstances relating to the d. Information about the existence or
arrest such as resistance, pursuit, or
content of a confession, admission, or
use of a weapon.
statement by the accused.
e.

The exact charge.

e.

The refusal of an accused to make a
statement or submit to tests or
examination.

f.

Duration of the investigation.

f.

Results of any examination or test.

g. Trial, pre-trial, release, bond, or
detention arrangements.

g. Re-enactment of the crime.

h. Scheduled dates for various stages in
the judicial process.

h. Any remarks about the assumed
innocence or guilt of the defendant.
i.

Comments about the credibility of
testimony.

j.

If the arrest investigation was derived
from an informant.

k. Any information on juveniles.

3.

Release of Information - Additional Guidelines
a.

At incident scenes, the command officer in charge - in absence of the
Director - is responsible for releasing information to media personnel.

b.

The Director of Public Safety or the FOIA Coordinator shall receive all
requests for Department records by media representatives. Most historical
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records, not open active investigations, are available for public view under
the Freedom of Information Act. Costs of providing that information to
the media shall be charged per the guidelines of the Freedom of
Information Act unless specifically exempted by the Director of Public
Safety.
c.

Information concerning police operational methods and procedures which
would be compromised by public release shall not be disseminated to the
news media.

d.

Information obtained from the Law Enforcement Information Network
(LEIN) shall not be released to the media or anyone not employed as a
police officer.

e.

Information about a community outreach program East Grand Rapids
Department of Public Safety is doing or a positive incident the department
has done shall be:
1. Completed by the Public Safety Director in concert with the
communication specialist.
2. The communication specialist with permission from the Director shall
send it out to print and news media as well as put it out on social
media.

E.

ACCESS TO INCIDENT SCENES
1.

The general public is not allowed access beyond the outer perimeter of any
incident scene for the purposes of safety and integrity of evidence collection.
Media representatives and the general public may have access to the perimeter of
a crime scene only if the scene commander/supervisor determines such access is
not dangerous or does not interfere with the processing of the scene.

2.

Representatives of the media are denied access to incident scenes only:
a.

On private property at the owner custodian’s permission or request. The
Public Safety Department cannot give permission for the media to enter
another’s property (e.g., not even when serving a search warrant).

b.

To preserve evidence.
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If media presence, in the judgment of the officer in charge of the scene,
will cause a danger to them, others, or seriously impede the work of
police, fire, or emergency services personnel.

3.

If media personnel are granted access to an incident scene, the officer-in-charge
of the scene shall escort them during their presence on scene.

4.

Media photographers are permitted to take pictures from any area to which they
have access. Officers shall not compel prisoners to be photographed or
interviewed for news purposes.

NEWS RELEASE CONTENTS. Initial news releases should contain:
1.

A heading describing the type of incident;

2.

Name of releasing officer;

3.

Date of release;

4.

Date, time, and location of incident;

5.

Summary of the nature of the incident;

6.

Description of suspects;

7.

A statement that follow-up contact should be directed to the Office of the Director
of Public Safety; and

8.

If appropriate, a statement requesting persons with additional information
regarding this incident to contact the East Grand Rapids Department of Public
Safety Detective Bureau at 949-7010and/or the Silent Observer Program at 7742345.

G.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

H.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.
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A.

PURPOSE. To establish regulations and guidelines for the use, care, and operation of
Mobile Data Computers (MDCs) by Department employees.

B.

PRIMARY PURPOSES & FUNCTIONS OF THE MDC SYSTEM.
designed to:

The MDC is

1.

Reduce congestion of existing voice channels.

2.

Increase availability of dispatch personnel for high priority dispatches.

3.

Provide in-car access for police LEIN, NCIC, SOS, and other related functions as
approved by the LEIN policy council.

4.

Deliver dispatch messages to field units.

5.

Broadcast messages to all agencies served by a dispatch center.

6.

Provide status changes such as arriving at scene, clearing scene, etc.
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C.

7.

Assist with traffic stops and officer-initiated activities.

8.

Provide confidential car-to-car communications, car-to-dispatch and terminal-tocar dispatches while providing less opportunity for non-police personnel to violate
security.

9.

Provide in-car inquiry capabilities of local database information.

10.

Report Documentation through TIMS (Talon Incident Management System).

GENERAL
1.

D.

15-25.2

The Department shall ensure appropriate training and updates are developed and
maintained for all MDC authorized personnel on:
a.

LEIN operator;

b.

IyeTek systems;

c.

TALON; and

d.

Premier one computer aided dispatch.

2.

The Director of Public Safety shall designate which vehicles will have MDCs
installed in them.

3.

MDCs have become an important means of communications between dispatchers,
departments, supervisors, and other patrol officers. Department members shall
handle as many administrative functions as possible via MDC.

4.

If an MDC becomes inoperative, the shift commander will make a reasonable
effort to exchange the cruiser with one that has an operational MDC.

5.

Sworn members shall report MDCs which are inoperative or damaged
immediately to the shift commander who will ensure repairs or replacement are
made in a timely manner consistent with policies and contracts established by the
Department.

MDC SYSTEM SECURITY
1.

All transactions through the MDC are stored electronically, monitored, and are
retrievable from the MDC system computer. These records are kept indefinitely.

2.

Information transmitted through the MDC system is CONFIDENTIAL.
However, this information may be utilized in court, for administrative functions,
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or may be released pursuant to Freedom of Information Act requests and/or court
orders.

E.

3.

The Michigan State Police, Kent County Sheriff’s Department or this Department
may conduct random audits of the MDC system. Any violations of this policy or
any law shall be reported to the appropriate authorities for legal or disciplinary
action.

4.

Department members shall:
a.

Direct requests for access to this information to the detective sergeant, or
in his/her absence, the Captain. This includes, but is not limited to,
Freedom of Information Act requests.

b.

Secure their vehicle and MDC to prevent unauthorized use or tampering
with the MDC system.

c.

Log on to the mobile computers using their assigned password.
Passwords:
1)

Must be at least eight characters long and include a capital letter,
number, or symbol.

2)

Will change on a regular basis ranging from 60-90 days depending
on the computer program.

3)

Limit messages to official business and be prudent in their text
content.

RULES OF CONDUCT. Department members shall:
1.

Only use the MDC system for official business.

2.

Not use the MDC system to commit any act or violation of state or federal law
which may bring discredit or disrespect to the Department or any agency using
the MDC system.

3.

Abide by FBI and Criminal Justice Information Services policies.

4.

Not send messages containing profanity, sexual, racial, ethnic, or any degrading
insulting personal remarks or innuendoes.

5.

Not send personal or unprofessional entries or usage. All MDC system
administrative messages - those coming from the Department - are restricted to
supervisory or investigative messages only.
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6.

Be aware that a message sent and acknowledged does not mean that the operator
viewed the message. This only means the terminal received the message.

7.

Be subject to discipline for violating these rules of conduct and may be denied
access to the MDC system.

8.

Not smoke in any MDC equipped vehicles as the smoke may cause damage to the
computers.

9.

Only drink liquids, such as soft drinks, water, etc., in the patrol vehicle if the
container is equipped with a screw-on top.

10.

Not alter any setting outside the realm of the normal operational functions (i.e.,
display and screen saver programs).

11.

Not introduce unauthorized software.

12.

Not modify or alter authorized software or related components. The system
administrator is the only authorized person allowed to adjust operational
functions, introduce software, and modify or alter current software or features.
Any violation discovered by a user prior to placing their unit in service shall be
immediately reported to their supervisor and documented on their “Daily Activity
Report.”

SAFETY ISSUES. Sworn members:
1.

Shall conduct all information pertaining to officer safety on the voice channel,
unless doing so would jeopardize officer safety.

2.

Arriving at a multi-unit/agency incident shall mark arrival by both voice and
MDC.

3.

In incidents requiring an emergency response, shall be dispatched by voice
channel first then as time permits, sent to units via MDC.

4.

Driving units with MDCs shall exercise caution when using an MDC while the
vehicle is in motion. The driver shall not perform any MDC function requiring
more than a push of a button while the vehicle is in motion.

5.

Initiating activities involving suspicious activities or potential officer safety
concerns shall report to dispatch on the voice channel .

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.
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OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.
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A.

PURPOSE. To establish guidelines for investigating, searching, and seizing portable
video, audio and photo recording devices containing data of evidentiary value relating to
criminal activity.

B.

GENERAL GUIDELINES
1.

The public has a First Amendment right to video record, photograph, and/or audio
record officers while they are conducting official business or while acting in an
official capacity in any public space, unless such recordings interfere with police
activity or safety.
a.

If a person is taking photographs or recording from a place where he is
lawfully present, it is not a violation of the law but when weighed with
other factors, may constitute suspicious behavior.

b.

Places a person may be lawfully present could include:
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2.

3.
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1)

Public settings: parks, sidewalks, streets, and locations of public
protests, common areas of public buildings and facilities; or

2)

Private settings: a residence, business, common areas of private
buildings and facilities.

The fact a person has a camera or other recording device does not entitle
the person to cross an area protected by the police, to enter an area closed
to the public, or to enter a crime scene.

If a person is photographing or recording in a setting where they have a legal right
to be, and are not interfering with an officer’s safety or the performance of their
duty, sworn members shall not:
a.

Tell a person it is prohibited to photograph or record police officers, police
activity or individuals who are the subject of police action - such as a
Terry stop or an arrest;

b.

Tell a person such activity requires a permit;

c.

Tell a person such activity requires consent of the persons being
photographed or recorded;

d.

Order a person to cease such activity;

e.

Demand a person’s identification;

f.

Demand the person state a reason why he/she is taking photographs or
recording;

g.

Detain that person;

h.

Intentionally block or obstruct a camera and/or recording device lens; or

i.

In any way threaten, intimidate, or otherwise discourage an individual
from recording officers’ enforcement activities or require the destruction
of any recording.

Sworn members may:
a.

Approach and attempt to question a person. However, the person is not
required to answer questions or provide identification and may walk away.

b.

Only detain the person if the officer reasonably suspects that person has
committed, is committing, or is about to commit a crime.

East Grand Rapids Department of Public Safety
Manual of Policy & Procedure

Public Right to Record/Search & Seizure of Recording Devices
4.

C.

D.

15-28.3

The public does not have a right to interfere with lawful police activity.
Interference may consist of conduct, threats, actions, or activities that prevent or
hinder officers from doing their job.
a.

If a person’s activity impedes or interferes with the safety of officers or
their ability to perform their duties, an officer may direct the person to
move to a position that will not interfere. However, an officer shall not
order the person to stop photographing or recording.

b.

A person has the right to express criticism of police activity so long as that
expression does not jeopardize the safety of any officer, suspect or person
and does not violate the law or incite others to violate the law.

COLLECTION OF EVIDENCE. Sworn members:
1.

May take lawful action to collect evidence if there is probable cause to believe a
person is in possession of a camera or electronic medium used to record a felony.

2.

Seeking to obtain evidence from a person’s camera or other electronic medium
must remember the individual has 4th Amendment Constitutional protections from
unreasonable search and/or seizure. Unless the person voluntarily consents to
surrendering the device, a search warrant must be obtained before an examination
of its contents and a seizure of any images, videos or audio related to the incident.

3.

Shall not remove, alter, erase or delete or instruct another to remove, alter, erase
or delete any recorded images or sounds from any camera or other recording
device that is in the possession or a person or has been voluntarily turned over or
seized.

CONSENSUAL SEIZURE OF EVIDENCE. Sworn members:
1.

May request a person voluntarily surrender their device.

2.

Shall not, implicitly, or explicitly, coerce consent to take possession of the device
or any information thereon.

3.

Shall document in the incident report and, if possible, record on the in-car video
any voluntary consent given.

4.

If the individual consents to the request, exercise care with the person’s device(s).

5.

When possible, ask the person to voluntarily transmit the images or sound via text
message or electronic mail to the officer’s official government electronic mail
account. Upon confirmation of successful evidence transfer, the electronic device
may be returned to the person.
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If it is not feasible to transmit the data, seize the device and secure it as evidence.

NON-CONSENUAL SEIZURE OF EVIDENCE. Sworn members shall:
1.

If the individual refuses voluntary surrender of the device and a reasonable belief
that exigent circumstances exist that evidence will be destroyed, altered, or
deleted, seize the device for safekeeping, and contact a supervisor for guidance.

2.

Not view, download, or otherwise access any material contained on the device. If
exigent circumstances exist specific to prevention of death or serious injury, a
supervisor shall authorize review of the evidence without a search warrant.

3.

Absent exigent circumstances, obtain a search warrant prior to viewing,
downloading, or otherwise accessing any material contained on the device.

4.

If the device is seized, submit into evidence according to policy.

NEWS MEDIA CONTACT. If a recognized print or broadcast media person is believed
to have recorded data of evidentiary value pertaining to a felony, the sworn member
shall:
1.

Advise the media person of the stop’s purpose and ask if they captured any data
relevant to the criminal act. Request consent to view the data. If denied, instruct
the media person not to tamper with or delete the recorded relevant data.

2.

Consult a supervisor to determine if incident exigent circumstances exist to
immediately seize such materials necessary to prevent the death of, or serious
bodily injury, to a human being. If the supervisor determines exigent
circumstances do exist, he/she shall authorize the media work product to be
viewed or if denied, seized.

3.

Upon authorization from a supervisor, ask again to view the evidence and if
denied shall seize the device or material containing the evidence. The media
person will be arrested only if they physically resist the seizure or violate the law
in a manner unrelated to the seizure.

4.

Include in the report the request, refusal and identity of the media person and
describe what evidence is believed recorded.

5.

Forward the information immediately to the Detective Bureau for additional
incident follow-up action and/or to obtain the recorded evidence.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.
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H.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

G.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

N/A
7.17.18
12.10.18

By order of:

Mark A. Herald, Director of Public Safety
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PURPOSE. To establish guidelines and procedures for Department personnel that outline:
•
•
•
•

B.

Radio communications protocols;
Call identifiers for assigned personnel;
Recording information for service calls;
Preservation of information by KCSD dispatch operators.

GENERAL RULES OF OPERATION
1.

Rules. East Grand Rapids radio communications equipment shall only be utilized:
a.

For communication directly related to the official business of the Department
and City of East Grand Rapids.

b.

By authorized employees of the Department, except where specifically
authorized by the Director of Public Safety.

c.

In a manner as provided for in this procedure.
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Prohibited transmissions. When using authorized radio equipment, personnel shall
not broadcast or send:
a.

Indecent, obscene, or profane words, language, or meaning.

b.

Personal messages except as may relate to a personal emergency.

c.

Send false or deceptive messages or intentionally interfere with other users
or units.

d.

Any distress signal, such as “10-39,” except when in danger and/or asking
for help.

e.

Music, whistling, sound effects, or material to entertain.

f.

Continuous, unmodulated carrier “mike clicking” or argumentative,
sarcastic, or superfluous remarks.

Equipment. Personnel shall:
a.

Be responsible for continuous inspection of assigned radio equipment.

b.

Not modify or repair radio equipment. Equipment requiring repair or
modification shall be turned into the appropriate authority with written
notification of the problem encountered.

c.

Exercise due care and caution during the possession and operation of
Department radio equipment to avoid damage, loss, theft, or unauthorized
use.

Frequency allocation & use
a.

Radio equipped units shall conduct all radio traffic on the appropriate
assigned frequency.

b.

The Department:

c.

1)

Communicates by using two-way radios for communications
between field personnel and dispatchers.

2)

Is dispatched by Kent County Sheriff’s Office Central Dispatch.

Primary dispatch channels approved names are:
•
•

KCSD North
KCSD South
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•
•
•
•
d.

KCSD West
KC FD North
KC FD East
KC FD West

The Department communicates with:
1)

2)

e.

15-31.3

Kent County Sheriff’s Office Central Dispatch by using:
a)

Kent County North (F1) for police calls; and

b)

Kent County Fire East for fire calls.

City personnel using:
a)

EGR channel; and

b)

EGR talk-around.

Proper radio etiquette. Personnel shall:
1)

Identify themselves during all transmissions by use of their radio call
number, for:
a)

Police units use all 4 digits.

b)

For fire units state the department name, apparatus type, and
number.

2)

Not refer to channels as “F1,” “F2,” etc. as these can mean different
things to different agencies depending on how their radios are
programmed.

3)

Speak in clear, easy to understand, plain language English.

4)

Listen briefly to radio traffic on their frequency before broadcasting
so as not to interfere with other units. However, all units shall yield
the frequency to units identifying “EMERGENCY” traffic.

5)

Respond promptly to calls from KCCD and supervisory or command
personnel.

6)

Monitor assigned frequencies while in their patrol vehicle and
respond on their assigned frequency at all times during their tour of
duty except as required for officer safety or tactical necessity.
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C.

7)

Acknowledge transmissions from the dispatcher or other units in a
clear and understandable manner. A click of the microphone is not
sufficient.

8)

Respond to calls from the KCCD dispatcher with radio call number
and location (Example - “8123 Breton & Lake Drive”).

9)

Advise the dispatcher promptly by voice of changes in location while
on calls for service.

10)

Advise the dispatcher by voice of their arrival upon the scene of a
call for service or incident using the code “10-23.”

11)

Notify the dispatcher by voice of all traffic stops, person stops,
change of status, and other events upon leaving their patrol vehicle.
The officer shall promptly notify the dispatcher of their return.

12)

Notify the dispatcher upon completion of an assignment.

13)

Comply with the direction of the dispatcher.

TEN (10) - CODES. When communicating with dispatch or other officers, personnel shall
only use the following fifteen 10-Codes for tactical, cultural and ease of use reasons which
are common to all area agencies:
ZERO
10-4
10-7
10-20
10-32
10-39
10-41
10-42
10-56
10-66
10-67
10-68
10-96
10-97
10-99

D.

15-31.4

-

Meal break
Okay/acknowledged
Short break
What is your location?
Gun
Officer in danger - needs emergency assistance
Beginning tour of duty
Ending tour of duty
Operating while intoxicated
Requesting backup
Subject is in patrol vehicle
Bomb threat
Mental situation
Suicide or attempt
Wanted Person

FIRE & EMS CODES utilized in Kent County.
Code 911

-

Fire or EMS unit requesting emergency police assistance
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Echo

-

Life threatening emergency normally involving the need for lifesaving efforts and personnel are needed as quickly as possible.

Mayday

-

Fire code meaning a firefighter is trapped on a scene (e.g., usually in
a building fire) requesting immediate assistance for other firefighters
to rescue him/her.

Med-zero

-

A medical call likely to be life-threatening. Dispatch centers do not
wait for a standard med-level determination prior to sending first
responders. As known as a “Medical Pre-Alert.”

Med-one

-

A call determined to be potentially life threatening. In Kent County,
first-responders respond emergency, and the ambulance responds
emergency.

Med-two

-

A call determined to be urgent but non-life threatening. In Kent
County, first responders respond emergency, but the ambulance
responds non-emergency.

Med-three

-

A call determined to be neither urgent nor life threatening. In Kent
County, only some communities send first responders. Some just
require the ambulance to respond. Both entities do so nonemergency.

KENT COUNTY SHERIFF DEPARTMENT RESPONSIBILITIES. Kent County Central
Dispatch (KCCD):
1.

Obtains and communicates the following information to East Grand Rapids Public
Safety Units by two-way radio and computer aided dispatch (CAD):
a.

The complaint/incident number.

b.

The date and time of the incident.

c.

Type of incident

d.

The name, address, and telephone number of the reporting party. (When
practical and feasible.)

e.

The incident location.

f.

The officer assigned to the complaint.

g.

The time of dispatch.

h.

The time of the public safety officer’s arrival.
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The time the public safety officer cleared the complaint.

j.

The disposition if available.

2.

Designates the “call sign” for each public safety officer. Individual EGR officer’s
call signs are four digits - from 8100 - 8199.

3.

Establishes guidelines for dispatching the appropriate number of personnel to a call.

4.

Must notify a supervisor when KCCD:

5.

6.

7.
F.

i.

15-31.6

a.

Has protocols for notifying supervisors.

b.

Sends a supervisor at the request of an officer.

Response procedures for responding to officer emergency assistance calls are:
a.

“Hold the Air;” and

b.

Advise all units on the Kent County North (F1) and Kent County South (F2)
of the call for emergency assistance as well as neighboring departments.

Handles 9-1-1 calls for East Grand Rapids DPS.
a.

Kent County, Grand Rapids Police Department and Michigan State Police
have 9-1-1 centers. 9-1-1 calls for the City of East Grand Rapids are routed
back through Kent County Sheriff’s Central Dispatch. Cell calls may have
been taken by GRPD and routed to KCSD via CAD.

b.

9-1-1 calls are recorded by Kent County Central Dispatch and GRPD if a
cellular 9-1-1 call came into them.

c.

Department personnel can call a supervisor at Kent County Central Dispatch
or GRPD and request a recording of any 9-1-1 call they received for an East
Grand Rapids complaint. The copy of the 9-1-1 call can be picked up at
dispatch on a disc.

d.

Medical calls that are dispatched to East Grand Rapids personnel are sent
through the Kent County Central Dispatch.

Has generators in place in case of power failure.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.
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G.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

H.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

4.4.19
4.5.21

By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To ensure the Department continues its emphasis on customer service and
employees receive and respond to any messages in a timely manner.

B.

SPECIFIC RESPONSIBILITIES. Employees shall:
1.

Be assigned a voice mailbox within the City telephone system. This mailbox may be
used to inform employees of assignments, distribute information, or leave messages. It
is critical to the efficient operation of the Department that all employees check their
messages on a regular basis.

2.

Answer all calls immediately when at their desk.
a.

3.

Exceptions to this would include those times when the employee is away from
their desk or when in conference or engaged in a high priority activity that
cannot be interrupted at that time. At those times, an employee shall have an
option to receive messages through voice mail or Support Services staff
persons. In either case, the return call shall be made at the employee’s earliest
convenience.

(Support staff) when answering incoming calls and knowing the requested party is
unavailable, shall inform the caller of such and give the caller the option of:
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a.

Speaking with another employee

b.

Leaving a message with the staff

c.

Leaving a message on the employee’s voice mail

15-34.2

4.

In addition to the individual telephone extensions, shall have their own voice mailbox.
It is strongly recommended that each employee provide the direct voice mail number
(616) 940-4800 and corresponding personal mailbox number to family, friends and
business associates thus bypassing the reception desk. As always, any urgent or
emergency call should come directly to the reception desk for transfer to the employee.

5.

If they have a mailbox, route to an assigned telephone with a “Message Waiting”
indicator light. Personnel must be attentive to this signal and check messages as soon
as practical. This indicator should be checked on a regular basis during the course of
the workday, but at least once every two hours when the employee is in the station.

6.

If they do not have their mailbox routed to an assigned telephone with a “Message
Waiting” indicator, check their mailbox twice each duty day, once at or as soon after
0800 hours as practical and once at or as soon after 1500 hours as practical.

7.

Obey instructions or directions given by a proper authority via voice mail and are
considered an order as described in the Department Rules and Regulations.

C.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

D.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or assisting
other law enforcement agencies will be guided by this policy.

E.

POLICY HISTORY
Rescinds:
General Order #3 Telephone and Voice Mail System revised 8.31.07
Adopted:
4.16.12
Revised:
8.13.18, 12.12.18
Reviewed:
4.5.21
By order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To outline steps for scheduling neighborhood block parties.

B.

PROCEDURE
1.

The resident completes and submits a “Block Party Registration Form.”

2.

The Support Services staff shall:
a.

Confirm the party is not on a prohibited street.

b.

Confirm the dates are between May 1 – September 30, unless otherwise
approved by the Director of Public Safety or designee.

c.

Ensure the Director of Public Safety or designee approves each party by
signing the “Block Party Registration Form.”

d.

Enter the “Block Party Registration Form” into the service request system
(COMCATE) and ensure the Streets & Utilities Department managers are
included in the COMCATE request.

e.

Place the completed form and a copy of the COMCATE request in the
“Block Party Notebook” in the file room.
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C.

SUPERVISOR’S RESPONSIBILITIES. The sergeant receiving the COMCATE request
shall enter it into the schedule in the fuchsia column, with time needed, apparatus needed
and any other pertinent information about the party.

D.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

N/A
4.16.12
4.18.17, 11.26.18, 11.23.20. 12.1.21

By Order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To outline incident/field reporting guidelines and establish standardized
procedures for the completion of police reports by Department personnel.

B.

POLICY. Department personnel shall:

C.

1.

Respond to all calls for service by any individual. Effectively address the concern
of the citizen and document the interaction appropriately.

2.

Properly document all calls for service received either from individuals or officers
of the Department in the manner prescribed in this directive and other
departmental procedures.

CASE/FIELD REPORTING SYSTEMS
1.

Talon incident reporting system. Sworn members shall:
a.

Complete electronic reports utilizing the Talon Incident Reporting System
(“TIMS”). TIMS is utilized to report known or suspected criminal activity
and other received complaints. (This does not include complaints of
officer misconduct.) TIMS contains the following sections:
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2.

3.

1)

Report narrative.

2)

Supplemental report.

3)

Person’s information.

4)

Vehicle information.

5)

Property/evidence.

6)

File class.

7)

Status.

8)

General information.

9)

Citation information; and

10)

An area to upload additional forms/photos.

16-7.2

UD-10 Crash Reports/Iye Tek. Sworn members shall complete:
a.

Report, and file electronically all State of Michigan UD-10 crash incidents
via the “Iye Tek” system; and

b.

The report according to the instruction manual provided by the State of
Michigan in the UD-10 Crash Report Guide.

Specific responsibilities.
a.

Sworn members shall:
1)

Ensure all data element blanks of the police report forms are
completed if the information is applicable and available.

2)

Make every effort to obtain the information through the reporting
person, witnesses, or other resources such as LEIN, (TALON), etc.

3)

Complete all reports by the end of their tour of duty unless given
permission by their immediate supervisor or in compliance with
Manual of Policy & Procedure Section 11-7: Response to
Resistance Causing Injury or Death.

4)

Electronically submit for review all completed case/arrest
/supplemental reports to a sergeant/staff sergeant.
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b.

Staff sergeants/sergeants shall:
1)

4.

16-7.3

Function as final reviewers and check every report to ensure:
a)

It is complete.

b)

Crime elements needed for that offense are included.

c)

Criminal procedures and investigation appropriate for that
situation are done.

d)

Department policy and procedures are followed.

e)

The investigation is complete.

f)

The report is clear and legible.

g)

Grammar and spelling are correct; and

h)

There are no MICR errors.

2)

Electronically “approve” a completed report which sends it to the
records division.

3)

Return reports found to be incomplete, lacking information, or not
satisfactory to the reporting officer for correction.

Reporting requirements. All calls requiring a complaint number shall be
documented in TIMS.

D.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY
Rescinds:
Adopted:
11.2.17
Revised:
3.28.18, 12.3.18, 12.13.21
Reviewed:
By order of:
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A.

PURPOSE. To establish guidelines for the release of information under the Freedom of
information Act (FOIA), Act 442 of 1976, as required by law.

B.

DEFINITIONS
EGRDPS FOIA Coordinator. The director or designee(s) are the only individuals
authorized to approve or deny a FOIA request.
Public Body. A city, village, township, county, or state department.
Public Record. A writing owned, used, retained and/or in the possession of a public body
in the performance of an official function.
Writing. Handwritten, typewriting, photographs, audio/video recordings, and every other
means of recording.
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C.

D.

16-10.2

POLICY. The Department shall:
1.

Release information requested by the public according to guidelines established in
the Freedom of Information Act.

2.

Deny requests outside the scope of the act; and

3.

Give a reason for denying the request.

PROCEDURE
1.

Application. A person has the right to inspect, copy, and receive copies of public
records of a public body.

2.

Mechanics of making a request.

3.

4.

a.

A request must be in writing.

b.

The request must describe the public record sufficiently to enable the city
to find the record.

c.

The City must furnish a reasonable opportunity for the person to inspect
the public records but can make reasonable rules to protect its records and
prevent excessive and unreasonable interference with the discharge of City
business.

FOIA. Under this law, there is no duty to:
a.

Create a new public record; and

b.

Make a compilation, summary, or report of information.

Responding to a request: The EGRDPS FOIA Coordinator shall:
a.

Within five business days of receiving a request, the city must respond in
one of four ways.
1)

Grant the request.

2)

Issue a written notice denying the request.

3)

Grant the request in part and issue a written notice denying the
request in part.
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5.
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If “Unusual circumstances” exist, issue a notice extending for not
more than ten days the time for responding.
a)

No more than one extension is permitted without the
requesting person’s consent.

b)

“Unusual circumstances” include the need to examine or
collect voluminous records or records located elsewhere.

c)

Notice must give the date by which the city will respond.

b.

Be allowed to extend the five-day deadline if agreed to in writing by the
requesting person.

c.

Be aware that failure to respond within the time limits is treated as a final
decision by the city to deny the request.

d.

Require the contents of a notice denying requests in whole or in part
include:
1.

An explanation of the basis for determining the record is exempt
from disclosure if that is the reason for denial.

2.

A certificate the record does not exist if that is the reason for
denial.

3.

A description of any information on the public record that was
separated or deleted, if applicable.

4.

A “full explanation” of the requesting person’s right to seek
judicial review.
a)

This notice must contain a notice of the right to receive
attorney fees and damages allowed under the FOIA (See Sec.
7 of this policy on right to appeal.); and

b)

Must be signed by the director or someone designated in
writing by the director.

Fees for responding to requests/making copies
a.

A public entity may charge a fee for the labor associated with preparing
the request including the search, examination, review, and
separation/redaction of exempt material. The public entity may also charge
for the actual costs of copying and mailing the public records.
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16-10.4

b.

Every public body must establish and publish procedures and guidelines to
implement the fee policy.

c.

The cost cannot be more than the hourly wage of the lowest paid
employee capable of retrieving the requested information.

d.

The first $20.00 of fees must be waived for indigents and others on public
assistance.

Exemptions from disclosure
a.

Most conflicts under the FOIA concern the scope of the exemptions.

b.

Extensive and detailed exemptions may be found in MCL 15.243 Sec. 13
of the FOIA. Notable exceptions include:
1)

Investigative records compiled for law enforcement purposes.
However, the protection only exists to the extent disclosure would:
a)

Interfere with law enforcement proceedings.

b)

Deprive a person’s right to a fair trial.

c)

Constitute an unwarranted invasion of a person’s privacy.

d)

Disclose a confidential source.

e)

Endanger the life or safety of law enforcement personnel;
or

f)

Disclose law enforcement techniques or procedures.

2)

Information or records that disclose the social security number of
an individual.

3)

Information or records subject to privilege such as attorney-client
privilege, physician-patient privilege, psychologist-patient
privilege, minister-or priest privilege, or other privilege recognized
by statute or court rule.

4)

Records containing the medical, counseling, or psychological facts
of an individual.

5)

Communications and notes within a public body or between public
bodies of an advisory nature to the extent such records cover
information other than purely factual matters. The public entity
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must show the public interest in encouraging frank communication
between officials clearly outweighs the public interest in
disclosure.
7.

E.

F.

Requestor’s recourse upon denial of release of information under the FOIA
a.

The requestor may file a written appeal with the city manager.

b.

A person can sue in circuit court after receiving a denial to a written
request.
1)

The public body has the burden of proof in sustaining its denial.

2)

If the person wins, the court must award reasonable attorney’s fees
and costs and may award actual damages.

3)

If the court finds the public body’s denial or delay was
arbitrary and capricious, the court must award punitive damages of
$500.

PUBLIC SAFETY DOCUMENTS
1.

Police or fire incident reports. Copies of any police or fire reports requested by
citizens or private businesses should be requested under the Freedom of
Information Act (FOIA).

2.

Traffic crash reports. Subject to the general guidelines listed in F.1.c, an accident
report may be released to either driver, or the insurance companies insuring the
vehicles.

3.

Traffic citations. The person who received the citation is entitled to obtain a copy
of the face of the traffic ticket. The back side, containing an officer’s handwritten
notes, shall not be released.

4.

Photographs. Printed photos, film negatives, or digital images are considered
photographs. Copy requests shall not be fulfilled without a request under FOIA.

5.

In-car video recordings. Copy requests should be made under FOIA, and release
is subject to the city attorney’s recommendations. Footage on recordings is
limited to the incident or time frame requested on the FOIA application form.

FOIA PROCESSING & RELEASE. The EGRDPS FOIA Coordinator shall:
1.

Pull and copy records identified in the FOIA request.
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a.

Never copy or include LEIN traffic, which is always exempt and unlawful
to release to the public.

b.

Copy everything else in the file.

c.

If there are photos of persons attached, only release copies with the
permission of the city attorney, or at the discretion of the FOIA
Coordinator, in accordance with the Freedom of Information Act.

d.

If a copy of an In-car recording is requested, only release it with the
permission of the city attorney, or at the discretion of the FOIA
Coordinator, in accordance with the Freedom of Information Act.

e.

Redact exempt information per the Freedom of Information Act.

f.

Complete the bottom of the “FOIA Request” form.

g.

Copy all information being released and copy the “FOIA Request” form.
Retain copies per the City of East Grand Rapids records retention
schedule.

h.

Notify the requester when their request is complete and available for pickup.

PAYMENT PROCESSING. Public safety clerks shall:
1.

Create an invoice in BS&A for FOIA requests.

2.

NOT accept payments of any kind.

3.

Provide the individual the invoice and direct them to make the payment at the
Finance Department.

4.

Direct the person requesting the report to return to the Department with the
receipt prior to receiving the report copy.

5.

Release the approved documents to the subject after payment is made.

H.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

I.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.
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A.

PURPOSE. To outline East Grand Rapids Department of Public Safety’s policy on
issuing gun permits on the MIPISTOL.

B.

PROCEDURE FOR APPLICATION AND LICENSE. Public safety clerks shall:
1.

Determine if the applicant is 18-years-old (if purchasing from a private party) or
21-years-old (if purchasing from a dealer).

2.

Have him/her complete the application for “Permit to Purchase.” Notarize the
form at the bottom. (Clerks can charge a notary fee for non-residents.)

3.

Inform the applicant that a criminal background check/NIC check and TIMS
check must be conducted.

4.

Login to MICJIN on the desktop, then:
a.

Open LEIN, then MIPISTOL.

b.

Follow step-by-step instructions for individual “License to Purchase” in
the MIPISTOL instruction book, page 7. In the box for City put the city
they live in. Upon completion of the form, hit Transmit. A CCH and NICS
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are automatically conducted when you hit transmit. Check the CCH to
verify that the applicant can legally purchase a firearm.
c.
5.

Print the license to purchase. The applicant signs his/her full name in three
sections on the LTP. Stamp the chief’s signature in the appropriate three sections
on the LTP.

6.

Inform the applicant the LTP expires 30 days from its issuance. After he/she
purchases the firearm, the applicant must return:

7.

C.

Print the application for LTP and notarize it after the applicant signs.

a.

The completed registration within 10 days of the transfer date; and

b.

Any unused LTP’s.

If the applicant does not pass the CCH or NICS check, DENY the application
and give the applicant the NICS guide for appealing a denial with the NTN #:
which is generated in NICS.

PISTOL REGISTRATION. Public safety clerks shall:
1.

When the purchaser returns to register a firearm, collect the completed LTP and
any registry copy of a pistol sales record (Form RI-060) if a LTP was not
necessary.

2.

Login to MICJIN. Open LEIN, then MIPISTOL.

3.

In MIPISTOL, open individual license for LTP or individual pistol data for pistol
sales records. Follow the step-by-step instructions in the MIPISTOL manual.

4.

If the purchaser is a CPL holder, LTPs are not required.

5.

a.

“Recall numbers” are generated when entering a LTP in MIPISTOL.
Follow the directions on page 7 of the MIPISTOL manual to process a
LSP and obtain a recall number.

b.

When completing the “Pistol Sales Record” for a CPL holder, be sure to
enter the CPL number in the CPL field and use the recall feature to
populate the identity fields of the entry.

Transmit the information upon completion of all required fields in the “Individual
License” or “Individual Pistol Data Forms.”
a.

The information is automatically transmitted to LEIN which not only
checks if the gun is stolen but shows prior owners of the firearm.
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If the gun comes back as stolen, notify an officer.

D.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

E.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

F.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

N/A
4.16.12
4.4.18, 12.3.18, 12.13.21

By order of:

______________________________________
Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To outline the parking citation process for Public Safety and Finance
Department personnel.

B.

ISSUANCE & DOCUMENTATION OF PARKING CITATIONS. Each staff
sergeant/sergeant, public safety officer, or bike patrol cadet issuing a citation shall:
1.

Properly fill out and attach parking citations to the driver’s side front window of
the vehicle. If placing the citation on a trailer, attach the citation as close to the
hitch as possible to allow the owner/operator easy notification.

2.

Enter the citation into TIMS/Talon even if there is no incident number. Include
the location, charge, fine, and vehicle description.
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3.

Once the citation is entered into TIMS/Talon, stamp the front of the white copy
with the “Entered” stamp. These stamps can be found in the report room and the
sergeant’s office.

4.

Following their shift, turn all issued citations over to an on-duty sergeant who
shall:
a.

Verify all citations are entered into TIMS/Talon.

b.

Then place the citations in the box designated for documents; and

c.

Stamp the citation as “Entered” if it has not already been completed, when
it is confirmed, the citation is entered properly into TIMS/Talon.

DATA ENTRY/FILING PROCEDURES
1.

D.

16-16.2

Issued citations. Public safety clerks shall:
a.

Verify citations are entered into TIMS/Talon.

b.

Enter citations in MISC Rec BS&A.

c.

Scan all issued citations into MISC Rec BS&A.

d.

Mark the date as ten days from the date of issue on the citation and in
BS&A, with the amount due by that date, and

e.

File the hard copy of the parking citation in the citation drawer in Dispatch
in numerical order.

PAYMENT
1.

Public safety clerks shall:
a.

Refer all people to the Finance Department window for parking citation
payment during business hours.
1)

The Finance Department will forward a copy of all receipts to
public safety clerks daily indicating which citations were paid.
Public safety clerks shall:
a)

Mark each hard copy as “Paid.”

b)

Enter payment information into TIMS/Talon.
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2.

E.

Refer all people to the Finance Department window for payment during
business hours. When the Finance Department is closed, sworn personnel
shall refer those that want to pay to the online site at:
http://www.eastgr.org/parkingtickets

The captain shall bring parking citations which are voided or written off to the
Finance Department so they can make the adjustment in BS&A.

OVERDUE NOTICES. Public safety clerks shall:
1.

Send overdue notices if citations are not paid by the two-week date.

2.

Monitor BS&A and adjust the amount due for payments that are not received by
the due date.

3.

Send “Notices” in the following manner:

4.
F.

File paid citations in the front of the citation drawer in the
“Paid/Void” file. The current calendar year of paid/void
parking citations shall be kept in the drawer. The previous
calendar year’s paid/void citations shall be stored in the
designated drawer in the file room.

Staff sergeants/sergeants/public safety officers shall:
a.

3.

16-16.3

a.

“Pink Notice” after two weeks. This notice will include a sticker
indicating payment is overdue and doubled.

b.

“First Letter” thirty days after the pink notice.

c.

“Second Letter” sixty days after the pink notice.

d.

“Third Letter” 120 days after the pink notice.

Prior to sending out any notice, confirm in BS&A the citation has not been paid
and obtain their immediate supervisors written approval.

PINK NOTICE PROCEDURE. Public safety clerks shall:
1.

After receiving notification of default, run the license number in LEIN to
determine the registered owner’s information and print the information.

2.

Make two address labels for each overdue citation. Stick one on the white copy,
and one on the envelope being mailed.
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3.

Detach the pink copy and put the double amount/overdue notice sticker on the
pink copy in the amount due section. Enclose in the envelope and mail.

4.

Mark on the white original citation the date the pink notice was mailed and the
doubled amount due.

5.

File parking citations numerically in the parking citation drawer in Dispatch in the
“Pink Notice Sent” file.

6.

After the parking citation has gone into default, enter the registered owner’s
information into BS&A.

FIRST, SECOND, AND THIRD LETTER PROCEDURE. Public safety clerks shall:
1.

Run the license plate and/or registered owner’s ops code in LEIN to determine if
there are any address changes.

2.

Make address labels with the label maker and mail out letters.

3.

Mark the date and which type of letter was mailed with the amount due on the
front of the original parking citation.
Note: The amount due quadruples by the time the first letter goes out, this is the
highest amount the citation gets, so the amount due is the same for all three
letters.

4.

File citations numerically in the parking citation drawer in the “1st, 2nd, or 3rd
letter sent” files.

5.

Scan each letter sent into BS&A Misc. System in the file for the citation number.

6.

If a citation remains unpaid after all notices have been sent - a total of six months
from the issue date - the citation/(case) can be placed in the unpaid/uncollectible
file. A copy of the citation shall be forwarded to the Finance Department and
designated as uncollectable in the BS&A system.
a)

The immediate supervisor shall be informed of the six-month period
and complete a memo to the Finance Director advising her to remove it
from BS&A as uncollectable.

b)

The memo shall be scanned into BS&A as well.

c)

A disposition date and note indicating the citation is “Void/Uncollectible”
will be entered into the charge section of TIMS in the disposition section.
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QUESTIONS/DISPUTES REGARDING PARKING CITATIONS
1.

City personnel shall refer all citation issues to the captain or designee.

2.

Public safety clerks shall:
a.

For walk in questions or phone calls, copy the citation in question and pass
on to the captain or designee for complete follow-up.

b.

Advise citizens wanting to dispute the citation in court that they must first
appear in person at the Public Safety Department and:
1)

Issue them a civil infraction citation for the parking violation. The
incident date goes in the top date and the day they are cited goes in
the bottom date box. The citation should be issued under the
issuing officer’s name.

2)

Inform the person to fill out the required box on the rear of the
citation and send it to the court for a court date.

3)

Inform the citizen that court will contact them with a hearing date.

4)

File a copy of the original parking citation in the “Taken to
Court/Dispute” file in the front left-hand side of the parking
citations drawer.

5)

Enter a note in BS&A indicating the citation is being contested and
will not be paid to the city.

6)

Enter the citation into TIMS/Talon and document the civil
infraction citation was written in place of the parking citation.

VOIDED CITATIONS
1.

2.

A parking citation shall only be voided by the:
a.

Sworn person/bike patrol cadet who wrote the citation; or

b.

The Director, captain, or designee

Personnel shall:
a.

Initial the voided citation; and

b.

Write a short reason for the void on the citation.
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J.
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Enter the citation into TIMS and enter the disposition date and reason it
was voided into the charge section.

Voided parking citations shall be:
a.

Entered in TIMS/Talon by the issuing officer; then

b.

Copied and scanned into Misc. Rec BS&A for records retention by a
public safety clerk.

4.

If a parking citation or group of parking citations is damaged or partially
destroyed, the tickets shall be given to a public safety clerk for entry into both
systems as voided and then destroyed.

5.

City personnel shall not shred, destroy, or throw away any original parking
citation.

FINE DISPOSITION
1.

The Director, captain, or designee:

2. Are the only individuals with authority to decrease fines, as necessary.
b.
2.

Fee adjustments shall only be processed through the Finance Department.
a.

K.

Shall initial and date the parking citation with the agreed upon fee.

Citizens shall take the adjusted, initialed citation to city hall for payment.

PARKING CITATION DISTRIBUTION & STORAGE
1.

Public safety clerks shall:
a.

Keep custody of non-issued parking citation books in numerical order in a
secure location.

b.

Issue parking citation books to only staff sergeants/sergeants to resupply
spare citation books. Parking citation books shall be distributed in
numerical order from lowest to highest.

c.

Document ticket number sequence for each staff sergeant/sergeant/
officer/bike patrol cadet in EXCEL.

d.

Order new parking citation books as needed.
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Staff sergeants/sergeants/officers/bike patrol cadets shall:
a.

Be issued one parking citation book.

b.

Provide the parking citation book sequence numbers to public safety
clerical staff for documentation in EXCEL.

c.

Request additional parking citation books as needed from their shift
sergeants who shall keep three spare books available for distribution.

Only staff sergeants and sergeants may request additional parking citation books
as needed from the public safety clerks.

L.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

M.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

N.

POLICY HISTORY
Rescinds:
Adopted:
Revised:

N/A
8.3.17
11.2.17, 8.21.18, 12.10.18, 7.3.19, 12.1.21

By Order of:

Mark A. Herald, Director of Public Safety
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A.

PURPOSE. To establish procedures ensuring the organized recording, proper release, and
retention of all records gathered by the Department of Public Safety.

B.

POLICY. The Department shall maintain all records and relevant information:

C.

•

In accordance with State of Michigan requirements for records retention and
disposal, the Crime Victims’ Rights Act, and the Freedom of Information Act;
and

•

In a manner allowing for efficient compilation, storage, and retrievability.

CONFIDENTIALITY. All personnel shall:
1.

Maintain all records in the strictest confidence.

2.

Only release confidential information in compliance with all laws requiring the
release of such information while protecting an individual’s right to privacy.
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3.

Maintain as non-public records those records exempt from release by law.

4.

Ensure computer access to records is restricted to sworn members and other
Public Safety Department employees for official purposes only.

5.

Restrict access to physical records during:
a.

Normal business hours to support services staff, command and supervisory
personnel, investigators, and public safety officers.

b.

Non-business hours, to supervisory personnel and public safety officers.

RECORDS MAINTENANCE
1.

The Support Services Group, under the direction of the captain, shall maintain all
records created by or collected by an employee of the Department with the
following exceptions:
a.

Personnel files.

b.

Confidential investigative files; and

c.

Other records designated by the Director.

2.

TIMS (Talon Information Management System) shall maintain all original
reports.

3.

OWI packets, written statements, copies of audio recordings and some video
recordings associated with a complaint shall be stored in the Support Services
filing area. Personnel shall not remove an original report document from the filing
area without prior permission from the captain or designee.

4.

All departmental records shall be stored at:
a.

The Department of Public Safety; or

b.

A contracted records storage facility.

5.

The Support Services Group shall maintain all records for the length of time
indicated by the “City of East Grand Rapids Records Retention Schedule.”

6.

Upon the expiration of the time limit for retention, disposal of records shall occur
in accordance with the rules and limitations set forth by the State of Michigan’s
Record Management Policy.
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SECURITY, RETENTION, AND REMOVAL OF DOCUMENTS
1.

2.

3.

F.
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Security. Personnel shall not:
a.

For distinct reasons including confidentiality and possible legal
ramifications, leave police records, reports, or files unattended in an area
accessible to non-department individuals.

b.

To protect the integrity of records, reports, and files, remove, delete, alter,
or destroy any record, report, or file without proper authorization.

Retention. The captain is the designated “Records Custodian.” He/she shall
ensure all records, reports and files are:
a.

Stored in the files provided in a neat and orderly fashion, adhering to the
requirements set forth in this order.

b.

Kept in a manner as to allow for the easy access of authorized personnel.

Removal. Personnel shall:
a.

Not remove any record, report copy or file from the active files located in
the main office without proper authorization from the Records Custodian.

b.

If removal is necessary, make a copy of the document and place the
original back in the exact location in which it was originally filed.

RECORDS CHECKS/CRIMINAL HISTORY CHECKS
1.

Good citizen letter. A citizen, if the subject of record, or by a business, or other
agency with a signed release from the individual may request a “Good Citizen
Letter” check. Public safety clerks shall inform the individual that:
a.

The records check is for local East Grand Rapids arrest records only.

b.

Public Safety Department records do not contain any court disposition
information.

c.

A statewide criminal history check is available from the Michigan State
Police Internet Criminal History Access Tool (ICHAT), which does
contain the final disposition of any arrests. Note: There is a cost of $10 to
obtain the ICHAT record.

d.

The appropriate court can also be contacted for final dispositions.
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EGRDPS Criminal records check for employers or armed forces recruiters.
Public safety clerks shall:
a.

Confirm the requestor has a signed release from the individual for
employment purposes.

b.

Check for any other names the subject may have used, such as a maiden
name.

c.

Run the name(s) in the “Person Details” of the TIMS search database. If
there is no record, stamp the record check form with the “East Grand
Rapids DPS has no record of contact with the listed individual” stamp.
Date and sign your name and title around the stamp.

d.

If there is an arrest in TIMS, pull the original report to determine if it is a
non-public record.

e.

If the record is non-public, do not release the information. Non-public
records include those falling under:

f.

3.

16-19.4

1)

The Holmes Youthful Training Act (HYTA).

2)

Successful Diversion.

3)

Expungement.

4)

Conviction Set Aside; and

5)

Nolle Pros.

If the requestor wants a copy of any report, inform the individual they
must file a Freedom of Information Act request and pay the appropriate
fee.

EGRDPS criminal record check for individuals. Public safety clerks shall:
a.

Inform the citizen of the charge for a local good citizen letter.

b.

Confirm the person’s identity by checking a picture ID and check for any
alternate names the subject may have used.

c.

Run the name(s) in TIMS.

d.

If there is no record, complete a “Good Citizen Letter.” Notarize the letter
with stamp and seal.
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e.

If the record is non-public, and is the only arrest for the citizen, complete a
“Good Citizen Letter.”

f.

If the citizen requests a copy of any report, inform the individual they
must file a Freedom of Information Act request and pay the appropriate
fee.

LAW ENFORCEMENT INFORMATION NETWORK (LEIN). All personnel shall:
1.

Use information obtained from LEIN for law enforcement purposes only.

2.

Only disclose LEIN information in strict compliance with LEIN policy and
departmental policies and procedures.

3.

Not carelessly leave LEIN documents or paperwork in a location where it is
exposed to public viewing.

4.

Dispose of all paper documents generated by LEIN by crosscut shredding or by a
similar method that ensures the complete destruction of that document.

5.

Not discard LEIN paperwork un-shredded in a wastebasket.

RELEASE OF LEIN INFORMATION. Personnel shall:
1.

Only release LEIN information to authorized agencies. As a general guideline,
information may only be released to government agencies involved in the
criminal justice process.

2.

If unsure if any agency is authorized to receive this information, not release the
information but shall refer the request to a supervisor, support staff, or the captain.

3.

Whenever information obtained from LEIN is released to any person or agency,
document who and why it was released to and document it as a supplement report
in TIMS.

4.

If “handing-off” LEIN/CCH documents to another agency/court/prosecutor,
document the same as follows. The “handing-off” individual shall:
a.

Stamp the LEIN/CCH paperwork indicating who it was released to (i.e.,
prosecutor copy, court copy).

b.

Complete a simple supplemental report indicating the hand-off. Example:
I obtained a warrant for Mr. Jones from the Kent County Prosecutors
Office and provided them a copy of Mr. Jones CCH and driving record. I
then had to get the warrant signed by the judge and left paperwork with
the court where I left a copy of the report and CCH/LEIN work.
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Stamp each copy of the CCH/LEIN work with “Prosecutors Office” and
“Court Copy.”

Be aware that effective July 1, 1998, any unauthorized release of information
obtained from LEIN is a misdemeanor violation, and that any subsequent release
of information is a felony violation.

PERSONNEL RECORDS
1.

All personnel records are stored with the City’s Human Resources Specialist.

2.

The Director of Public Safety does have copies of non-Freedom of Information
Act eligible personnel information stored in his office in a locked cabinet.
The director can show supervisors the information for performance evaluation
purposes.

J.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

K.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

L.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

General Order # 18 – Police Records Operations
4.16.12
8.21.18, 12.10.18, 7.3.19, 12.13.21

By Order of:

Mark A. Herald, Director of Public Safety
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PURPOSE. To establish policy:
•

Allowing citizens to review a public register of convicted sex offenders; and

•

Outlining procedures for verifying the addresses of current sex offenders residing within
our city, as required by the State of Michigan.
GENERAL INFORMATION
1.

A registered sex offender is required to verify their address quarterly or annually,
depending on the offense conviction.

2.

A compiled list of this information is held by the Michigan State Police and made
available to local law enforcement agencies through the Law Enforcement
Information Network. Lists are:
a.

Maintained and located at each law enforcement agency in the State of
Michigan for sex offenders in their jurisdictions; and
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C.

Available to the public within certain parameters. The “Michigan Sex
Offender Registry” is also available to the public on the internet at
www.mspsor.com

RELEASING REGISTRY INFORMATION
1.

D.
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The list of registered sex offenders residing in East Grand Rapids:
a.

Is updated quarterly by public safety clerks.

b.

Is kept in a file folder located in the Dispatch office.

c.

Is available to the public to review during normal business hours. Copies of
the list shall not be given to any citizen.

d.

Shall contain the name, address, physical description, birth date and
convicted offense of everyone registered under this act and who resides in
the zip code that falls within the City of East Grand Rapids.

2.

The Statute reads, “except as provided in this act, an individual other than the
registrant who … divulges, uses, or publishes information concerning the
registration in violation of this act is guilty of a misdemeanor punishable by
imprisonment.” Also, “An individual whose registration is revealed in violation of
this act has a civil cause of action against the responsible party for treble damages.”

3.

A copy of this procedure shall be kept in the SEX OFFENDER REGISTRATION
folder.

VERIFYING OFFENDER RESIDENCY/ADDRESS INFORMATION
1.

The individual required to verify their address must live in the City of East Grand
Rapids and possess a Michigan Driver’s License or State of Michigan ID card with
a digital photo that has the correct address on it, including apartment numbers if
applicable.

2.

Office personnel shall:
a.

Obtain the driver’s license or ID card from the registrant verifying that the
address on the license is current and complete by verbal confirmation.

b.

Verify that the address is in East Grand Rapids. If not, direct the registrant
to the proper agency.

c.

Login to MiCJIN (Michigan Criminal Justice Information Network). Open
the Michigan Sex Offender Registry (MSOR), and search for the registrant
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by the offender’s name (last name first) or by their sex offender number.
Scroll to verification history and click “Add verification.”

E.

d.

Enter the day’s date and our ORI number. Click “save.” Under generate
documents, click R1-004 verification form.

e.

Sign the receipt in the “Notifying Official Signature” area. Copy the receipt
and give the offender the copy. File the original in the sex offender file in
Dispatch and upload in the MSOR.

ACCEPTING PAYMENTS FOR REGISTRATION. Public safety clerks shall:
1.

Create an invoice in BS&A for SOR

2.

Direct the person to the Finance Department to make payment or direct them to pay
online.

3.

Confirm the payment has been made.

4.

Go to MiCJIN (Michigan Criminal Justice Information Network) website under the
MSOR section and mark the offender has “paid.”

F.

COMPLIANCE. Violations of this policy, or portions thereof, may result in disciplinary
action.

G.

OFFICERS ASSIGNED TO OTHER AGENCIES. Department officers assigned to or
assisting other law enforcement agencies will be guided by this policy.

H.

POLICY HISTORY
Rescinds:
Adopted:
Revised:
Reviewed:

General Order #41 – Sex Offender Registration revised 10.1.7
4.16.12
7.20.18, 12.12.18, 12.13.21

By Order of:

Mark A. Herald, Director of Public Safety
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